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1

How to Use this Manual

Navigating this Manual

This User's Guide is provided in both printed and electronic form, searchable with most commonly
available document viewing programs. If you cannot locate an index topic you need, please do a
text string-search for the relevant word or phrase, or related words.

The screenshots shown throughout this guide have been taken with a relatively small window size.

The default display is a window that fills the screen. Click once on the Minimize button (upper right-
hand corner of window display) to get a smaller working area; click on the Maximize button to return
to full-screen display.

The screenshots have been taken with the next-to-last version of the software. We have made every
effort to match what you will see in ezScriptWriter with what the guide shows, but there may be
slight discrepancies.

This guide assumes you have basic familiarity with using a mouse and file manipulation in Microsoft
Windows. This manual was written using a tree structure (for example, topics are listed in a

hierarchical branching format). If the tree is fully closed, click the "+" sign in the box icon * to the
left of the node icon to open up the first branch, then repeat this process to open up further

branches. Alternatively, click the blue underlined hyperlinks on this page to jump to the main
sections.

If you want to move down the tree using the keyboard, press the Tab key. This will take you to all
subtrees that are currently open.

Conventions Used in this Manual

Click refers to clicking a menu item, a button or a clickable icon (tool button).
Press refers to pressing a keyboard key or key sequence.

Mouse and Keyboard Notation

Mouse Notation

Unless otherwise specified, click refers to clicking the left mouse button once. Where there might
be ambiguity, the terms left-click, right-click, and double-click (using the left mouse button) will
be used.

Drag-and-drop refers to dragging an object with the mouse cursor while keeping the left mouse

button depressed, then releasing the left mouse button to "drop" the object.

Keyboard Notation

Keyboard key combinations are shown in boldface, for example, Backspace means “Press the
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Backspace key.”

The Control key is shortened to Ctrl. For example, Ctrl+A means "Press the Control key, and
while holding it down, press the A key."

The Alt key is an abbreviation for Alternative.
The Shift key is not abbreviated.

Shift+Ctrl+A means "Depress the Shift and Control keys, and while holding them down together,
press the A key."

Note: You can choose the Shift, Ctrl and Alt keys from either side of the keyboard, according to
convenience.

The Escape key is abbreviated as Esc.

To select a node means to click its icon or title in the Tree view on the left side, or mowve the Tree
view cursor up or down using the cursor (arrow) keys, until the desired node is highlighted.

Mouse Conventions
You may perform several actions during your work with this software; the following specific words
are used to describe them:

e Point to — mowe the mouse pointer to an item.

e Click or Left-click — point to an item and press the left mouse button.

¢ Right-Click — point to an item and press the right mouse button.

¢ Double-Click — point to an item and quickly press the left mouse button twice.

e Drag - point to an item and press and hold down the left mouse button while you move
the item.

e Select - highlight or make an interface element active by either clicking it or dragging
over it (other actions are possible, if specified in the documentation). If used in select the
check box, it means that the check box should be marked with a tick (as opposed to
clear the check box when the check box should be cleared, without a mark).

Keyboard Conventions

Keystroke commands are noted in bold letters. Command key combinations are separated by the
dash symbol (“-). This indicates that the noted keys are to be pressed simultaneously. For
example, Alt-S signifies that you should hold down the Alt key while pressing the S key. Bold
lower-case letters indicate operating system commands and command lines. For example, you
would enter copy *.* on the command line exactly as written.

Menu Notation
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Menu selections are shown in boldface italics to distinguish them from commands and the rest of
the text. An instruction such as "Click File / Save" means "Click the word File on the Main menu
(located at the top of the window) and when a drop-down menu appears, select Save from the list of
options.

If the words in the menu appear faint or "greyed-out," this means that the menu option exists, but is
unavailable (disabled) right now.

When there is a specific order of buttons to click, they will be separated by the arrow symbol "-->";
to complete the action follow the sequence exactly as presented.

For an explanation of keyboard shortcuts and menu access keys see Making it all happen.

Other Conventions Used in this Manual

Besides icons noting specific operating systems throughout this manual, the following are used to
indicate specific types of information. The applicable information follows each icon in indented
paragraph format as shown below:

“ Thig icon 1s used to identify important information and tips

—

A Specific waming infermation that may help vou avoid a problem

© 2011 Iccomplish, Inc
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2

Overview of ezScriptWriter

What is ezScriptWriter?

ezScriptWriter is a powerful, yet easy-to-use software system for creating and printing medication
and/or ophthalmic prescriptions. It includes a built-in word processor, report editor, Rx logbook
feature, reminders and note documentation tool in one application, which you can use to organize
your patient demographics, Rxs and other data.

Program Structure

ezScriptWriter uses familiar images as the cornerstone of the user interface. For example, a patient
chart looks similar to what you would see in the paper format. Rx's and notes are presented in lists
that can be double clicked to call up the appropriate report. The report editor is similar to standard
word processors available in Windows XP.

Certification

Our ezScriptWriter software is very low cost (only $189 per year per location with unlimited
computers/users) and does not include any EHR features (other than ability to create Rx's and scan
in paper charts), so we are not pursuing certification. However, because some of our doctors see a
significant amount of Medicare patients, we have partially integrated with PracticeFusionEHR.com.
That site is a free EHR and has ONC certification. Sponsored in part by Dell Computers, they are
the leading free EHR solution. This fits nicely with our own low cost software model. The website is
fairly limited in optometric functions (which is where our software comes into play). You simply
paste your SOAP note to the site and keep a parallel system online. So it also functions as a
“backup” of your SOAP notes that can be accessed anywhere there is internet.

To qualify, you have to be an eligible provider who bills CMS. Next, you need to use a certified EHR
system and meet 20 criteria for Meaningful Use. For 2011, you will to attest to CMS that you met
the Meaningful Use criteria for 90 consecutive days and your incentives will be paid with your
reimbursements.

Practice Fusion's EHR is ONC-ATCB 2011/2012 compliant and is certified as an EHR Module in
accordance with the applicable certification criteria adopted by the Secretary of Health and Human
Senices (HHS).

1. Record patient demographics (including gender, race and ethnicity, date of birth,
preferred language) at least 50% of the time
2. Record vital signs (height, weight, blood pressure, body mass index, and growth
charts for children) at least 50% of the time
. Maintain up-to-date problem lists at least 80% of the time
. Maintain active medication lists at least 80% of the time
. Maintain active medication allergy lists at least 80% of the time
. Record smoking status for patients older than 13 years of age at least 50% of the
time
. Provide patients with a clinical summary for each office visit within 3 business days,
at least 50% of the time
8. On request, provide patients with an electronic copy of their health information
(including test results, problem lists, meds lists, allergies) within 3 business days,

(9204 IF NNV}

~
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at least 50% of the time

9. Generate electronic prescriptions at least 40% of the time

10. Use Computerized Physician Order Entry (CPOE) for medication orders at least
30% of the time. (note: CPOE for lab ordering, imaging ordering, and referrals are
not addressed here — only medications)

11. Implement drug-drug and drug-allergy interaction checks at least 40% of the time

12. Be able to exchange key clinical information among providers by performing at
least one test of the EMR’s ability to do this.

13. Implement one clinical decision support rule, and ability to track compliance with
the rule (this is reduced from the previous 5 rules to the final 1 rule)

14. Implement systems that protect privacy and security of patient data in the EMR, by
conducting or reviewing a security risk analysis, and taking corrective step if
needed

15. Report clinical quality measures to CMS or states — for 2011 provide aggregate
numerator and denominator through attestation; for 2012, electronically submit
measures (this refers to PQRI measures)

Rx Wizards

In order to quickly build a Rx, a wizard is available to walk you through the process. Whether you
are creating a medication Rx, a spectacle Rx or a contact lens Rx, the wizard gives you the tools to
easily enter your prescription data. One of ezScriptWriter's great strengths is that it allows you to
create Rx's based on prior data, simply by double clicking on a past Rx in the Logbook

It should be mentioned that ezScriptWriter does not oblige you to use the Rx Wizard at all. For
example, for custom Rx's you can simple open a blank report and manually type your data.

Reports

Although functioning mostly to generate Rx's, ezScriptWriter can also help you save time by
generating letters, reports, and patient handouts. Many pre-existing sample reports are included or
you can build your own!

Compatibility

Since ezScriptWriter can export data in both text and PDF formats, you can send your Rx's and
letters in e-mail or simply create backup copies that can be opened on any computer.

2.1 Evaluating the Software (Free Trial Period)

ezScriptWriter is free to try for up to the first 30 days, during which time the program is fully
functional. Beyond this limit, you need to register the software. You should keep the following in
mind when evaluating ezScriptWriter:

e The installation of a fresh version of ezScriptWriter over a previously installed evaluation
version does not prolong the original 30 day evaluation period.

e Each location (clinic) that uses ezScriptWriter will have its own uniquely assigned serial ID
number and account number. Your account number is your practice telephone number.
When you register the software you will be asked to provide your practice telephone
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number; please provide a valid and accurate number. If your telephone number should
change in the future, you will need to re-register your software. If you have two (or more)
locations, each will require a separate registration number.

2.2 Register/Activate software

To register ezScriptWriter, you simply need to download the activation codes automatically once
the software is properly licensed.

Reqiztration O ptions

I would like to evaluate the software before purchasing

Already purchased a software license? Mo & Yes

; ; =~ ;
Activate Mow via Intermet | Import Licenze File: || www.ezchartwriter.com

ezScriptWriter will run unregistered for up to 30 days. When unregistered, the software runs without
limitations of any kind; what you see is what you will get.

When you run an unregistered version of ezScriptWriter in excess of the allowed 30 days, a window

will appear displaying the expiration status of your trial and giving you the opportunity to do one of
the following:

e  Purchase your version of ezScriptWriter (with the Purchase Software button or directly via
the ezScriptWriter website);

o | Purchaze Software Now!

e Register your version of ezScriptWriter by using the online activation (or CD-ROM) you
once you have purchased your license(s); or

e Exit the unregistered program.

You can also find the Purchase/Register options by logging in as the Adminsitrator and clicking
Admin Settings --> Software Account.

Once you register ezScriptWriter, you will notice that the View Licenses menu of the Administrator
screen displays your serial number and registration status.

The registration Web page, where you can purchase and register your ezScriptWriter software is
located at www.ezScriptWriter.com/order.htm

If you have more than one clinic location, each will need to be individually registered since each will
have a separate database and account number (which is the practice telephone number).

You DO NOT have to purchase a license for each computer and/or user; we license only the single
clinic location.
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2.3 How to Purchase

We recommend you use the internal Order Form built into the ezScriptWriter software. You can
also find the Purchase/Register options by logging in as the Adminsitrator and clicking Admin
Settings --> Software Account.

For detailed information regarding how to buy a software license, \isit the website order form at
www.ezscriptwriter.com

2.4 Hardware Requirements

We highly recommend that you use a computer system with more than the minimum requirements
to improve performance and speed. Also, the choice of network greatly impacts the speed at which
you can access the database. Wireless networks should only be used for light-duty workstations.

You can find up-to-date information about system requirements by visiting our website located at
www.ezScriptWriter.com

Before you start using ezScriptWriter, you should have a working knowledge of your PC and your
operating system. The software is designed to operate under Windows XP/2000/2003. You should
know how to use a mouse, keyboard, the standard Windows menus and commands, and how to
open, save, and close files. For more information, consult your Microsoft documentation.

To use ezScriptWriter successfully, you need to a printer (preferably a Laser printer, although an
inkjet will work). And, of course, you need a computer that is capable of running ezScriptWriter. A
network setup is very desirable, as this will allow frontdesk staff to enter the basic patient
demographics and to print letters for patients at the front counter.

Recommended Paper
No Security Features: Weyehaeuser 20 Ib. pre-perforated copy paper (at 5 '2")

¢ Awvailable by the case from Office Depot or a similar office supply store

e Advantage: Low cost
¢ Disadvantages: Easy to alter; not valid in some states

AT T T

Security Paper: Secure Laser Rx Paper (various formats)

Includes security background (word VOID appears when photocopied)
Erasure protection

Advantage: Nearly impossible to duplicate/alter

Disadvantage: Much more expensive than copy paper

NOTE: If you intend to print computer-generated medication Rx's, please check with your state
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Pharmacy Board to verify that they will be acceptable in your state or locality. Some states, for
example New Jersey, require pre-numbered prescription blanks.

Recommended Printer
KONICA Minolta-QMS PagePro 1350-W Laser Printer

e 21 pages-per-minute

e 1200 dpi, 8M
Can usually be purchased for under $200 online or at any computer superstore

Recommended Network Gear

Wireless Pre-N Broadband Router

Click here to visit the Belkin website.

e Allows both wired and wireless connections

e Can usually be purchased for under $100 online or at any computer superstore

NOTE: ezScriptWriter will operate much slower on a wireless network than over a wired ethernet

system.

© 2011 Iccomplish, Inc
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3.1

How Do I?

"How do I?" help is available on most screens in ezScriptWriter. Many times you will be brought
directly to the topic that relates to the screen that you are viewing. You can also jump from topic-to-
topic or use the search feature. Other help resources include the PDF manual and the Frequently
Asked Questions (FAQs). Access these areas from the Main Login Screen.

¢ Howdo |l ?

Get started using ezScriptWriter?
Use the Admin functions?

Create a new patient?

Open an existing patient?

Use the QuickFind tool?

Create a Rx?

Create a Report?

Create a Note?

Scan or Attach Documents?

|'E1_"' The quickest way to display the help is to press F1. If context-sensitive help is available it
et will be displayed automatically.

Most of'the screens in ezScriptWriter have a Help button that displays relevant
mformation.

Help Select the Help item in the menu bar for additional help options.

Installation and Setup

Step 1 - Download and Install

After you have downloaded the software from the website (www.ezScriptWriter.com), you must double-
click on the setup file to begin the installation process. The setup file is called "ezscriptwriter_setup.exe
and is usually located in your My Documents or Downloads folder. Follow the on-screen prompts to
complete the installation process.

NOTE: You must install ezScriptWriter on every computer on your network that you wish to connect to
the database.

Step 2 - Setup the Software for First-Time Run

On the computer you wish to keep the database (e.g. the "primary computer" or "server"), double-click
the ezScriptWriter icon to begin the Setup process. The Setup Wizard will appear.

© 2011 Iccomplish, Inc
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See the Networking Tutorial for details of how to setup your network. This tutorial can be accessed by
clicking the tutorial button on the setup screen:

'..F‘l" Metwork Tutorial

3.11 Using the Setup Wizard

The first time ezScriptWriter is accessed, the Networking Wizard displays to guide you through
configuring the program according to your custom settings (even if you do not plan to install on a
network, you must follow these steps).

1. Open ezScriptWriter. The Program Splash Screen displays; click Continue

2. Click Start to start the wizard. The Networking Wizard window displays:

B, Metwork Wizard @

£ = Welcome to ezScriptWriter!

Hetwork Configuration Tool
This networking wizard will assist you in setting up your patient database properly.
Flease answer the following questions to continue the setup:
Will you be using ezScriptWriter on a network or on a single computer?
1 Netwark {0 Single Computit

MOTE: ezScriptWriter is dasigned ta work on small computer nebworks (up to
10 computers). More than that will result in performance and speed problems.

o
,g',.'; Metwork Tutorial

x Cancel

3. Select the First time installation option and select the Edit Admin Settings box. It is
recommended that you use the default installation location (usually the Program Files\ezHealthWare
folder, unless you are setting up a client computer on a network.

C

>

‘ :H' "Iul"i's_ta and Win ¥ Users

4. Click Next. The Registration of Software window displays momentarily, and then the Create New Database
Utility window opens:
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CLICK HERE TO CONTINUE —>

[.::i Setup New Database

the database is created.

5. Click Build New Database. The system builds your database and displays a completion message once

&l ezDB Database

ezHealthWare

First-time Installation Batabase Creation

First-time Database Creation Utifity

We will now create an empty database to begin Using the
ezChartiriter software forthe firsttime. This may take
several minutes. Fora netwark setup, malke sure that you
are running this wizard on the primary server {the fastest
computer on your network is preferred). Flease seathe
‘netwaorking’ section of the user manual for help on
making the database visible to other computers on your
network.

VWhere do vou want the database |ocated?
]E:_"-.EZHW-_D atah _!:_1]
™ Reset to default locatiot

x Cancel

l % Build Hew Database

6. Click Next. The Registration of Software window displays:
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G % Software Registration Utility

THIS FRODUCT 15 LICEMSED TO:

Unreqgistered Llzer

TRIAL VERSION

DATABASE SERIALE B9925-644F6-FC489-190 77-BLHEL

MODULES: ezClaimBiller ez_'.-‘i'-.pptS cheduler ezRecallanager ezllatakExchanne

We make our softoware freely availzble and fully functonal for testing in the trial version, o
that you can try out all the features and see i it realy works for you. IF you have already
purchased a software Registration Code, please enter it below,

— Set dccount Mumber -

Primarny Practice Telephaone:

| rfpur dinicphone number seTyes 35 your sccount number

[CITE: The phone number, shown on Reportsfy's, 5 locked in after regstenng the sothware.
PLEASE DO NOT USE ¥OLR HOME PHONE DR CELL NUMBER; itis-difficult to change after buving.

~ Registration Optiohz -
I would fike to evaluzte the software before purchasing

[ Five (5} day tnal penod, totally ancnymous
" Thirty {30} day trial. requires filling out a shor survey form *

Already purchased a software license? & No 7 Yes

You can purchase at any time by visiting: www.ezchartwriter.com

TOTE: An Intemet connection is required, Your survey data is kept confidential,

lﬂ_é-ﬂ Rezet License l $ Mext H x Cancel

7. Once the database is created, you will be guided through the process of registering and setting up the
software. If you are evaluating ezScriptWriter, you do not have to provide a software registration key
code in the space provided. Simply leave this field blank and you will have an opportunity to use the
software with a limited number of patients (30 is the maximum).

8. Click Next. The Administrator Setup screen displays:
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Adminiztrator Setup
Syztem Adminiztrator 1D
{adrit

Practice/Chnic Information:

E Administrator Setup Utility

Flease carefully s=lect 3 System Administrator password, The password should be 4-20 characters
long, Itwill unlock all system funcbions and can reset ANY Lser password, Keep it secure, To
comply with HIPAA requlations, be sure to NOT postitin a conspicous place.

THIS IS A VERY IMPORTANT PASSWORD

Adrrin Passwaord ]|

Canfirm-Paszword 1

[Thiz data will dizplay on your reports & Ax's]

Dioctor(z] Mame Title

-#[e.g. "Ima K. Doctor,
O, entered exactly

Practice/Clinic M ame

azyou wish ifta
appear dn repart

Fractice Addreszs]

fitlez]

Practice Address2

Fractice City

Practice State/Proy

Prstal Code

Fractice Telephone AT

c—Fhone numberis locked In
after registering ihe eoftware.

Practice Fax

Fractice Email

Group MPI [if applicable]

Practice Website

*Fieldz in yelow are REQUIRED

‘@H E> Net

‘ x Cancel

IMPORTANT: The System Administrator is the software user delegated to
maintain software settings and security levels, to add or delete users,
and to register the software. This individual should be a trusted, long-
term employee (preferably someone with good computer knowledge).
The password that is selected must be remembered (unlike user

passwords, it is not easily reset).

Keep the System Administrator

password in a secure location that is not easily accessible by others.

9. Click Next. The Primary User Setup window displays:
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B8 User Setup Utility =]

» First-Time User’s Setup

This form wall let you setup vour first few wsers, Ttls advisable to set yourself up as the first user,
You may add an unfimited number of usersin the Admin ssction, Youw mustenter & minimum of GNE
user at this time,

Enter the name of the uzers below:;

First Name Ml Last Hame Us=erlame User Type  Security
ser 1 o= FH iSmith jarnith Prosider E 10 -]
Lger 2 N sl =
Lser 3 . = =
Llser 4 I 22 =
Llger & W =] =

MOTE: The first time you sign omn'to @ new user accaunt, the Password will be st equal to the
Lsername {first initial + last name). Security level will default to "57if left blark, Level 1is the
lowest level and 10 has the hiohest privieges,

Code Sets (Diagnosis and Procedures)
+ |ICC:9
& 1010 1ED-10 CODES COMING SO0M!
|'“ e LS 11

@ International Settings

Formatting Mask Formatting Preview
General date format: | mm/dd /sy -] |nzx1 2017 |
Telephane formatting:  |(999) 939-9333 ~| |[=12)3456789 |
Postal Code format:  199999-9399 ~| |45e78 |
Measurements; 7 Metric & Naon-Metric |Di3t3 20" Temp: 365 F |

‘@H E Mext ‘ ¥ cancel

Enter your primary user information in the spaces provided. The system will automatically
generate a username for you when once you enter your name. You can accept the username or
create your own (your username must consist of at least five characters). If you have two users
with the same last name and first initials, you will have to create a custom UserName for at
least one of them (since the default username is first initial plus lastname)

International Settings - if you are using the software outside the United States you will likely
need to adjust the date format and metric measurements.

10. Click Next. The Password Information window displays:
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When you first log into the USER account, you will need to enter the default password. The
default password for users is the same as the UserName (so for "jsmith", enter the password as
"jsmith"). You will then be prompted to enter a new password.

!‘ E The frst tme you log onta s taer scioumt, The password will be wour GSERNAME. You vl thon be asied to set 8 real password

=]

11. Restart the software. You will see a notice that the Trial Period has begun.

12. Open ezScriptWriter and sign in to the Administrator account to review/set the security options.

3.1.2 Password Selection

It is a good practice to choose a secure password. To often an easy-to-guess password is chosen,
which defeats the whole purpose of passwords! A strong password would look like "r%i1L" or
"sus99an1". A secure password should contain:

No less than 6 characters

Not be the same as your user name, personal name or birthday

Does not sound like a dictionary word (e.g. "glove")

Contains a combination of capital & lower case letters, numerical and/or special characters.

Having a simple password can leave you winerable to guessing or dictionary attacks, which can lead to
unauthorized access to patient information. HIPAA regulations require that you make every attempt to
secure your data. We recommend you use a password that has at a minimum eight characters and
contains a combination of both letters and numbers. Passwords should be changed regularly.

3.2 Getting Started

* Sample..Jos E

OPEN CHARTS r

| __1 Create Mew Chart || L OpetvaChar ]

|U Patient Rermitiders |
= _#J: : T -..f"“u.-m«uﬂ"

| o~ Seaich for Patient

How do | login as a User?
How do | login as a Administrator?
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How do | recover a lost password?
How do | access FAQ (frequent questions)?
How do | access the User Manual (pdf)?

How do | use the demo patient "Joe Sample"?

3.21 UserLogin

When you come to the Main Menu of ezScriptWriter, you are automatically logged in. However, if you
click the Logout button or are timed out due to inactivity, you will need to log back in before proceeding.
You have three attempts to login before the software closes. The screen you will see will have buttons
similar to those below:

& User Login &‘ﬂ Administrator

L.J'

After you click the User Login button, the following screen appears. You must enter your UserName (as
setup by your Administrator) and password. You can change your password at any time by clicking the
"Change Password" link. Click the Login button at the lower right to complete the login process.

X

&4 User Login

LhserMams: iidl:nk.tl:ur j

Pazzwiord: i“““"ﬂ hance Pazswiord

Ize of thiz zofbware means that vou have read, understond, and agreed fo the uger icense.
Click. HERE to view the Uzer &greement, Al nghts rezerved,

h/ Login || Y€ Cancel

3.2.2 Administrator Login

Once you have logged out as a user, you can re-log in as the Admin. Special features are available for
the Admin, including the ability to create user accounts, set security levels and manage the software
account.
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m User Login gﬂ Administrator
\J

WARNING: Be sure to Log Off of the Admin account when you have completed your work.

3.2.3 Lost/forgotten passwords

NOTE: The first time a user attempts to login, the default password is the same as the assigned
UserName. After the first sign-in, the User must change the password.

Via User - Change Password

The User can change their own password after clicking the User Login button (only if they remember the
password; if not, see below for details on resetting the password of a user).

Secure-login

&4 User Login

|JserMame: iidu:uktu:ur -v_J

Pazgwiord: j“’1 Chnge Password'

Lsze of thiz softivare means that you hiave read. uhderstood. and agreed o the'uszer license:
Click HERE to view thieUser Sgreemment, Al ights reserved.

l,/‘ Login || Y€ Cancel

Enter the old password then create and enter a new password. The software will not allow you to create
a blank or single letter password. If you mis-enter the password(s), you will be prompted to try again.
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&2 Change Password

|zer MNarmme %idl:rktnr

0id Password 1|

Leave the nest tivo fields blank if vou donot
wizh b have a password. Al pazswardzare:
caie sensikive,

Mew Faszward ]

Confirm Passward J

‘@‘_)H./ Okay H XEam:el_

Via Admin - Resetting a Forgotten User Password

First, you must sign in as the Admin. Then click the Reset Passwords button.

# Administrator Functions

gl System Administrator Menu

View Audit Trail

x Cloze

 1od | Sysinfo

(D)
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it Password Reset Tool

Reset Password Options

MNOTE:! Resettingthe password(s] sets the pagsword
equal o the uzer name. The user mugt theh change it
the newt tirie a logan attémpt iz made. Example: for user
Joe Smith, rezet password will be jsmith,

Fleset Ophons

7 ResetALL uzer pasawords
& PReset a specific: userd

Idzer: |idl:ukt|:|r L]

[@J‘ ‘,/ Okay H X cancel

NOTE: When the password is reset, it becomes the same as the UserName. So user "jsmith" will have
a password of "jsmith" which must be changed on the first login attempt.

Admin Password - Lost/Forgotten

The Admin password is set when you first setup the software. If you have forgotten it, you can reset by
clicking the "Forgot Password" next to the Admin login button.

Secure-login

& System Admin Login

|JseiM ame: %admin

Pazzwiord: ]| L o=t Admin Passwiord?, .

|tze of thiz zoftiware means that vou have read, uhderitood, and agreed to thie uger Ii.cénse.
Click HERE 1o view the ser Sareement, Al rights rezerved.

l‘/‘ Login || 3¢ Cancel

Change your password by entering the current password (you will be prompted to enter a new one). Or, if
you hawe lost your password, enter the code provided by TechSupport to reset the Admin Password.
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&;\ Beset Admin Password

i
! Admin Password Reset Utility
=

Thig ity will allow you to either change pour Admin pazzword [if polknow the ekisting pazsword]
or reset the pazsword bo a default value [for your protection, thiz requires a code fram Tech Suppoart)

NOTE: Chonse'a paszword that iz both unigue and memorable,

™ Change the Admin pazsword

Curment Pazsword: ]

& Reset the Admir passward [if wou have forgatten wour cument password)

Lnlock code (provided by Tech Suppart); 1|

Request Code

l@_))HV“ Dkay H xtancel

3.24 FAQ (frequently asked questions)

m User Login rn Questions (FAQ's)
A
o

5} Administrator e; User Guide (pdf)

3.2.5 User Manual (pdf)

Click on the User Guide on the Main Screen to view the printed (pdf) version of the help manual.
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3.2.6

3.3

m User Login ﬁ_:;-_n Questions (FAQ's)
y Administrator e User Guide (pdf)

\f
Sample Patient

The software comes with a demo patient that you can use to create practice charts, reports, Rx's and
such. You can also create your own sample patients, however we recommend that you use the default
sample patient for these reasons:

1. "Joe Sample" is known to the software for being a demo patient, and all reports and charts are ignored
when creating "real" reports.

2. The default sample patient can be closed even with open (unsigned) reports/Rx's. Normally you can't
close patient charts if there are unsigned items.

3. Tech Support will have you test with this patient.

@

WARNING: Do not delete the Joe Sample patient! Simply close the file by right-clicking and selecting

Close.

Navigating the Program

The Main Screen of the ezScriptWriter is divided into two primary sections: the left side section is the
Button Menu and the right-side is the Open/Active Charts List. Much like in a paper-based office, charts
can be created and "opened". When in "opened" status, they display in the Open Charts. To awid
confusion, the term "Charts" relates to the patient demographics and Encounters relate to an exam
chart.
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AcTive CHARTS: [QuickFno | [ w
= = ¥ Cragheak. Capn [
(- Cirtate Mews Char |[ B UpenaChai | § Savpls Joe

& iing Madui “ 3 !Ap{.-:Sr_'wdulﬂ|

| - Search fof Patisn ||U Fatient Azmindsr: |

: J'i Recall wiand

| o) Impost/E npost |

= -
4 Proaram Sethngs

| WP Special Functionz l

|=“| Irtiumient Lk |: i 1= Trtling |

| ii Fres sPiescibmg ||k_ ]":\clllwnm')rmrm7|

| chant Dptians || Close AN Signed Charts

xum[

TR TN RN |_S_)j||_@""°““' |

DATARASE C-eebil_BuberBacew| 117101143
TSI RS

L

o

Open Charts Section

When you are doing work on a patient's Chart, it usually needs to be in "open" status. By double
clicking on the patient name, you open the Encounter List for that patient.

Patient Status Icons:

‘I_‘ Female Patient (red)

# Male Patient (blue)

® Gender not specified

\.eJ Sticky Note present - click the patient name once to read or edit.

Right-Click Menu Options:

View Encounters - Opens the Encounter List

Edit Demographics - Opens the Patient Demographics

Modify Name - Allows a patient name to be changed.

Attach Document - Allows you to attach a document (or scan one directly to the chart)
Message Manager - Add a Sticky Note or Billing Note

Close & Refile Chart - Closes the chart; will disappear from Open Ledgers list

3.3.1 Main Menu
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3.3.2

.__J Create Mew Chart || |0 Operi a Chart

o~ Search tor Patient: || ) Patient Reminders

4 BilingModule || 5, Appt Scheduler

L] Recalwizard 1"_' Ireztrumrent Link

| S |

0D Special Functions || % # Frogram Settings

H, Free eFrezoribing _.} [rpart/E =port

4 Howdo |l ?

Create a new patient chart?
Open an existing chart?
Search for a patient?

View patient reminders?

Use the Recall Wizard?

Use the Special Functions?
Customize program settings?
Find out about ePrescribing?
Import or export data?

QuickFind Tool

Using the Q-Link Tool, you may enter some, or all, of a patient's name to quickly pull up their chart. You
may use just a single letter of either the first or last name, or as many as you wish. The more letters
you enter, the more unique your search results. You may also us the wildcard character "*" to indicate
that you do not know the letter. Just press the Enter Key to quickly start the search.

Opren CHARTS | QuickFinp i e

* Chagluak,, Cann [
& Sample; Jos

Enter pariial patient name to
find a patient quickly

If you wish to search by Chart Number, simply enter the number you are searching for and the matching
patient will be displayed.

Examples
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Imagine we are trying to quickly pull up Margaret Smith, while trying to type the minimum number of
letters. We could try it each of the following ways. The best method is to enter two letters of both first
and last name.

Typing: zmith, m |

Would find the following:

‘ |_j""" Encounters

me I’Smlth b X -41. ‘ E i'lemumauhu.*

Last Mame i First Marme | pal | Pt | | DoE | Insurance | Last Exam | Physician hame |
P i+ Smith ‘Margarst 001001 0 0 2K Medicsid- A0S 0326/2009 Pedign, David J
’ [+ Smith Marlerie ooo264 =l W Premera Bluecross Pedliga, DavidJ
i+ Smith elody DO3EE - 052772009 Pedigo, David
# Smith Myrile M 000147 el ol wie First Health Services .. 082402008 Pedigo, David 2

Typing: |$' mar |

Would find the following:

| |_j Encounters

m J ISaccheus,Margaret b 4 4‘, | sﬂg Demoaraphics:

-

[!Sheldu:un Marie R 001 303'. L L IIIS.QSJ‘?_EIEIQ F‘edlgn DaVIdJ
= Shield Mary DOO353 00 & Regence Blueshisld (37242009 Pedigo, David-J
[ 2mith Margaret 001001 e o e AR Medicad - ACS 03262009 Pedigo, Deeiel J
- Smithr Matlene 000264 % b w . Premers Bluscross Pedigo, Dawichd
’-._ = anell Marllyn ooosas iR Ee Premers Elluecrmss %QDDS F‘edlgo Da

Al i ol

¥

Typing:

Would find the following:

o

-

__J |Fergumn,h’|argared | sig Demographics

| |_]j_‘_| Encounters

ATEBTEIDTE
LastHame | Firsthame | M| Patio# | DOB | msuance | LastExam | Prisician bame
e+ Ferguson Margaret. OODEEN. e 120008 Pedign, David J
4] Londo Matgare Mo 000807 Cbebis Cigng Hesthcars 12032008 Pedigo, David J
[ Saccheus  Mergarst L 000043 © st e First Health Services, . 08/8/2008 Pedigo, David J
[+] Sttty Margaret DOTOOT b o0l AK Medicaid - ACS 03262008 Pedigo, David J

. -.__‘,*-‘"h. ,*v'*\‘r"-\%f ."""‘H.___ r_—n,,r"'-.-r\“w-\..dpm\f\}""uw]ﬁkJ: L8
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3.3.3

3.3.3.1

Patient Charts

| - Create Mew Chart ” L OpenaChart l

| ;—-' Searchfor Patient ||#._,’I Patient Remindsrs

How do | create a new patient chart?

How do | find and open an existing patient chart?

Create a New Patient Chart

1. Click the New Patient button

| ~ Erearal‘.\lew Chart

L OpenaChart I

;—-' Sea& ; Patient |u Patient Feminders

2. Enter the patient demographics. Note that only the first name, last name and date of birth are required

to create the chart.

Demographics | Meinio. | HiPA2 | Holes | [CRAEATE NEW FATIENT
Lag Mame  |Tesim Gerpdsy " Jale  Female Mo |
Fist Nams  [Bog it [ Iderebeahong |
Thle I | Suii | w|  Frovide |Padige. David | |
Diateol Bith, [01/01/2000 s [T [ imaetoylifuimetion
e Compang | :J
L ezsl i i E|
Iresumed Mamea |

Addhmze? | 2 =
| | Relafiorship '+ Patenl Gl ardan
iy -

r — |rspturact 10 |
Stale/Pioy | =l - |
Home Pl | Piolicy Grouptt '
Ciay Prane | Aithoeizabonk |
E il | Nl |
Emploses |
[ecupation | Ariditienal Inaurance Piass |
PriotExam | ~ HiPAAMdtiicsbonon [le? | BadAddess [ Ifactve
o Piint || |5 Ledaer ] |t)1 L Save | X tlose

hoyg "IzejEw]

. L
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3. Click the Sawe button to create the new chart.

Duplicate Patients

If a patient already exists in the system, you will see the Duplicate Patient screen after you enter the
name and date of birth. If a patient matches, click the checkbox next to the name and click the Select
button to open that patient's chart. Otherwise, click Close and continue entering patient demographics.

B Find Duplicate Patients [Z”E]@
_‘;; Duplicate Patient Finder

t| Last Name FistMams | Ml DDE | §SM | ‘HomeTel | LastEsam PatientiD

_&[gs ample Jee R 12/3011967 (2272734444 031020090 1
@ l-*-_ﬁ::‘ie-::t x Cloze
gl

3.3.3.2 Open an Existing Patient Chart

There are two methods to open an existing patient chart:

Method 1 - QuickFind Tool

This is the preferred method for quickly finding a patient. Using the QuickFind field, you simply need to
enter a few letters of the patient name and press Enter. The list of matching patients is displayed in the
Patient Listing.

| QuickFinD | | DJ L

Method 2 - Patient Listing

This method allows you to view complete lists of you patients, arranged in alphabetical order. When in
Patient Listing view there are additional features available by right-clicking the patient name.

| -+ Create Mew Chart l Ll ':Ipen a Chart

|; Searchrtor Fatient ||UuntHemlnders

To find a patient, click on the Letter tab at the top and scroll down. You may double-click the patient
name to directly open to the Demographics screen. You may also enter the name in the Search Box at
the top of the Patient Listing.
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| -.a_‘_ Emiinardisi s |

KE& | ﬁ e imen i mprhic s

& Fak .H:!'m
[ Foniges e
(4] Feidran ey

[+ Faerrm Justn

& Tkt Airtiiey
(3] Figke Carel

(7 Fisiet Harnah
[+ Fiein Antonine
fi Tisicts Chitiiia
(41 Fisia Loram

[+ Flez Asiign
i# Fien Hriston

b [y m.u

oo8

E el ey

3.3.3.3 Patient List

|

izass “Mumﬂ A0S ADEGR0I0 Pedgy, Do
DDOGAE ‘el REWG, LLC ORTE2002 Petge, David J
| pO9SeT - Sramesy Bilecrass RNWIODE  Pedep Dave
QOZFTZ ———— CREZ000  Pedige, Dave J
G2 Sessws Fremio Poy Gosn Podige, Covd J
OGOERD o it 1ZNREN0E  Pedign, Daid J
QODIFE M Privws Pay Caan Pefige, Davd |
nmz.a - e 1082000 Pedge, Dava J
O0OS4Y Belpee REHS, LLO 0ZZTROCS  Pedign, Davd J
COUEGE - 1R/EEE00E - Pedgo, Dave |
ODOZS0 Wi 2y 10E42008  Ptgn, Davi J
DOOIGE o s Msglonld ACS  CLQWINOE  Padige Omvel |
OOTZ06 ) b 10243008 Pedige, Dave
GOAZT mm Pedign, Davd J
DOOTHE ool iemy NTLS TRENZ0ET - Pedign, Davd J
ODOSET el NTCA 0322004 Pecgo, Oy
DODES4 Sesi s BEME LLC 120772008 Pedige, Dive J
DOMBES. WO REAE. LLC 1ZRT008 . Petige, D
i Detete Chart || 3 Mew Chart | 3 Show Al ;7 Okay

The Patient Listing is the main dashboard for working with patient's demographic charts. You enter the
Patient Listing by either using the QuickFind tool or the Find Existing button.

K i | ﬁ Dhesimergi mpidc s |HE Emvisnardizia |

i#i-Farnarks

[ Fak Johin
(& Fawgss Davi
(4] Feddran ey

I+ Farrm Justn

& Tiekd Euiptiey
&) Fiskt Carzi

ff Fikt Harnah
= Pl Lriteme
il Fisiia Chigiiia
(3} Fisity Lorem

¥ Fhez Ashiyn
¥ Fien Krision

E m Py
Ffl:lh'eim Fmphyéﬂ“

|

002458 WS AK Medicadd - A0S 102672010 Pedigu, DavedJ
DDOSSE v sme 2HWE LLC 0RFEI002  Pedmge, Davd J
| ODOSUT SR Eremess Aiiecrsss  COCWIOGE  Pedgo, Dave
GO ———— OREZ000  Pedige, Dave J
H002ET SasSwe Prumto Poy Casn Fodige, Dwwd 4
ODOCED o b 1ZNREN0E  Pedign, Daid J
DODIEY Wrss s Frivps Py Cuan Pedge, David |
E.E:.E - 1082000 Pedge, Dava J
DO0S4T Pl REMS, LLC 0IITI00E  Pedign, Davd J
ODIEGD womm 1REZ4I3005  Pedign, Davel J
CROZS0 W imeems Acine 1GR42005  Pemgn, Davd J
00305 S 400 Msgichid - ACS  BLQWEN0E  Padige, Oave |
OOI205 | iy 10008 Pedige, Dave J
DOAZTE - mmm Pedign, Davd J
DDOSRS oeemilemy NTLA TRZAE0ES - Pedigo, Davd J
ODOSET W NTCA 03232008  Peoip, Dmyd |
OOOSE Sesi s REME LIC 124772008 Pedge, D J
DOUDES sl RBME LLD 1ZfOTI2008  Petige, D
i Delete Chart || 3 Mew Chart | 3 Show Al ;7 Okay
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Double clicking on a patient name opens the demographic screen. Right-clicking a patient name opens
up the additional features menu. Note that you MUST have the patient name highlighted for the menu to
open.

LL e ey e bt p T s

o

[ Ferris Pull Ledger 300943 014
i1 ek View Demoagraphics -}MEEE e
[ Field - 300230 021
1 Field Bad Address jo0a0s 11x
[+ Field 01208 1241
[+ Fielkd= Mark .as Inactive }{] 0370 03
[+ Fields Delate Patient 00888 1240
[+l Figlds j00967 104
[+ Files Merge Duplicates jo0864 DA
[+ Fiies 1J00883 07N
. Exit —
arent )| PR | 9 Dele
‘hugician; i
Pull Ledger

This option pulls the chart and adds to the Open Ledgers screen. It does not display the
Demographics screen. This is useful if you need to pull multiple patients.

Opgn Lgdggr‘s l =] Mew Patieril ][ (™4 Find Existirig ” |DJ L2

& Chagluak, Camn D
& Chinglisk, Judy £
B Ferrazzi, Tom

\E) Lawrence; Timothy
& Sample:Jos

View Demographics

Opens directly to the patients demographic screen (equivalent to double-clicking the patient name in
the Patient Listing).

Bad Address

Allows you to mark the patient as having a "bad address", without having to open the demographics
screen.

Mark as Inactive

Allows you to mark the patient as "inactive", without having to open the demographics screen.

Delete Patient

Allows you to delete the patient chart. Note this requires you to have sufficient Security Lewel to
perform this action. The Admin function in the Main Module allows for security settings to be
adjusted.
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Merge Duplicates

If you accidentally create two charts on the same patient (for instance because of a name change),
you can merge the data together. The merge function keeps the demographics of the "First" patient
(which you select by chart number) and merges all documents and reports under that first patient
ID. There is no undo function, so use this function with care.

& Merge Patient Chart Tool @
Merge Patient Charts

TheMerge Funchon iz uzed to combing twa chartz into one [especially
when a duplicate chart exists): Al demographics; encounters, notes
repotts and Fx's for the 2nd patient are combined under the selected
chart nurmber.

Thereiz i Unda’ feature available, Make surepou have

¥ WARMIMG: You are about to'merge twio patisnt charts:
/ \_-.
§ zelected the corect chart number(z].

Erter Firzt Chart foooo
Enter Second Chart 1
—Merge Method
o Combine inta FIRST chart i

x Cancel

l * Merge

Exit

Leaves the menu without change.

Button Bar

The Button Bar at the bottom of the Patient Listing allows a few additional features.

Curteht |&ll Physicians LJ | i Delete Chait || | Mew Chart

Phuwzician:

jﬁhuw.ﬁ.ll] |\/ Okay

Select Current Physician

If you wish to display only charts for a selected physician, use the dropdown box to choose the
physician. The default is to show all physicians.

Delete Chart

Allows you to delete the patient chart. Note this requires you to have sufficient Security Level to
perform this action. The Admin function in the Main Module allows for security settings to be
adjusted.

© 2011 Iccomplish, Inc



How Do 1? 39

New Chart

Same function as clicking Create New Patient button.

Show All

All patients in the database are shown in a single list. Note: This may take a long time to run, if you
have a large number of patients (in excess of 20-30K). The actual patient list can be exported using
the Import/Export feature in the Main Module.

&4 Entire Patient List
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3.3.3.4 Patient Demographics Screen

The Patient Demographics screen is the primary location of all patient contact information, as well as
insurance and billing details.

The Demographic screen has four primary tabs and a lower button bar:

Basic Demographics

Demographics | & Maslnfa | HIPBA | & Notes |

Last Name - required (apostrophe's are allowed; minimum 1 character)

First Name - required

Middle Initial - optional (can enter multiple characters)

NOTE: You can enter the name in all lowercase for speed; it will be converted
automatically.

Title - the patient's salutation

Suffix - generational suffixes such as Jr, Sr, llI

Date of Birth (DOB) - highly recommended. Can enter just 2-digit year, but day/month
require 2-digits.

Address block - you can customize the city/state/zip list under Settings in the Main
Module.
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NOTE: If you have entered the Guarantor/Subscriber for this patient
already, you can use the blue arrow to pull the Guarantor's data
forward

Home Phone - primary telephone at home (Note that there is no cellphone field; use
the Custom Fields)

Day Phone - typically the work phone number; can be used for cellphone also

Email - patient's email; will automatically check for correct formatting.

Employer - will display on the Insurance Claim form

Occupation -

Prior Exam - date of last encounter with patient

Last Mame

FirstMame  |Joe |ritial l_ﬁ_
Title It | Suffix | -]
Date of Bith  [12/30/1387 fige |43

Address] |1 23 South Street

Address2 |

City |Seattle _ﬂ
Shate/Prov  [Wia | |980m -]
Huome Phone  [[222) 3334444

[ap Phone l

Errail |il:ue.'sam|:|le@_l,lahu:n:u.|:nm

Ernployer |E|:|eing

Cecupation |F'a|:|eT plane modeler

Priar Exarn Qa7 #2009

Gender - recommended. if not selected, you will be prompted on saving chart

Chart No. - created automatically and cannot be edited or changed.

Identification # - previously for Social Security number; can be used for any ID you wish.
Provider - the patients provider (in your office)

Gender & Male ¢ Female Mo, |000001

|dertificationtt |

Frovider ]Du:uktnl, Irha b :._.l

Insurance Company - select from list (you can add new companies in the Settings)
Insured Name - same as the Subscriber or Guarantor (e.g. who holds the policy)
Relationship - how is the Subscriber related to the patient (self or guarantor)
Insured ID - the insurance plan ID

Policy Group # - if the insurance plan has a group number, enter it here
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Authorization # - if the insurance plan requires pre-approval and gives an authorization number

Notes - do not display on Claim Form; for your own internal use

Additional Insurance Plans - click the button to add or view additional plans (only for 2nd or
additional)

[rizurance Thformation -

It Cornpany ]Medicare Part B j
Subsciiber Self [X]
Relatiornship Patignt " Guararitor

Insured D i444'22'3333

Folicy Grouph ]

Authionzationtt |

Motes has never uzed benefit

2inzurance planz  Additicral lmsurance Plass {

HIPAA Notification status - allows you to indicate that patient has read/understood HIPAA
requirements

Bad Address - if mail is returned and you wish to remowve patient from mailing/recall lists

Inactive - if patient leaves the practice for some reason (charts will still be available for viewing)

v [HIEEE NERESEnaniiEl [ Baddddiess [ Inactve

More Information

1. More Info... HIPAA Tﬂ Motez ]

Nickname - an alternate preferred name by the patient

Marital Status - will display on the Insurance Claim form

Hobbies - useful to track patient activities to assist provider rapport

Source - what got the patient into your office

Referred by - who, if anyone, got the patient into your office

Family Group - if a patient is part of a family, you can indicate it here
Emergency Contact - a person to contact if a medical emergency occurs in office.
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Mickname ]J oEy

L+

Marital Status | Martied

Habbies |

Source |F'rnfessiu:unél Referal LJ
Refered by Unspecified X
Farnily Group Lnspecified m

Emergency. Comtact 1rfa -

M ame jl
T

Race/Ethnicity - hold the mouse over the letters to see what abbreviations indicate.

Patient Picture - if you wish to have an image of the patient you need to: (1) take picture with a
digital camera or camcorder, (2) save the image to a shared network folder or similar, and (3)
click the Set button to find and display the image. Click Clear to reset to blank image. NOTE:
Patient photos display in the Main Module when you click the patient name once.

- Race/Ethnicity
oW B
P
T ME 54
L = e
Oty or WA

Set Clear

Custom Fields - up to six custom fields can be created for inclusion in the patient
demographics. Once you create a field name, it CANNOT be altered. This is to prevent data
mixing (e.g. you create a field called 'email' then want to change it to 'cell phone', but the original
data remains). If you wish to change a field you can only create a new one (and stop using the
old one). Custom Fields can contain nearly any data. Examples can include: Cell Phone,
Facebook ID, Nursing Home Facility, Prior Chart #, etc.

i~ Cusgtom Fieldz
Cell Phone

425-333-2323

[
cclick toedits |
¢elick to edits |

]

<click to edit:

<elick to edit

<click to edity

Chart Alerts - for important chart information that you wish to flag. The Alert icon will display at
the top tab when you open the Patient Demographics, alerting you to the existence of a note.
The Chart Alerts can be of any nature, but typically are special circumstances such as allergy
notifications or collection accounts.
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Ehartt Alerts [patient has a large outstanding balance: referred for collection.

ﬂ PCN Allergyll

HIPAA Information

[ Demogiaphics | o Moo, |  HIPAA | @ Noe: |

Notification of Privacy Policy - checking the HIPAA box on first Demographics screen auto
checks these two boxes.

MNotification of Pnvacy Policy
¥ HIFSA Notice of Privacy Practices’ read and understond
¥ Acknowledgenient on file

PHI Disclosures - Patient Health Information disclosures can be tracked on this screen. Each
time the patient or an outside entity sends a record request, you should use the "Add New"
button to record the event. You can print the Disclosure list when/if a patient requests to know
who has requested PHI. Be sure to click Save on the Patient Demographics screen to finalize
the data.

PHI Disclozures.
Date  FecpentofRecods | Feasonfor Disclosue | Recorded By SuthRe ~
11722009 DrBew Defdngelo, MD Provider Hequest Daktor, Ima W] —

& Health Information Disclosure Log

=3 Patient PHI Disclosure

R ecipietit |Df Mike Tyzan, MO |

Feasar |F'r|:|vi|:|er Fequest E—I

‘1;2??2011 :J By |F'eu:|igu:u.Daw:IJ @
‘@/l| ¢ Dkay ‘ xtancel

Privacy Requests - any specific privacy requests can be noted here
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Patient-Specific Privacy Notez/Hequests

[io nat grveinfo out to anyons

Acquisition Date - the original date the patient was entered into the database (or otherwise
acquired by the practice.
Recall Date - the date the patient is scheduled for recall visit.

Briginal Patient Acquistion D ats |I]2.-"'I 008 Recal Date 10841172000

Patient Notes

r D emaographics T Mare Irfa. T HIP, ,‘ Moles ]

Free Text Notes - any sort of billing or personal notes can be entered in this section. It is NOT
for clinical notes (it is not printed as part of the chart). The "Time/Date Stamp" will automatically
add a separator after you enter the note with current date/time information.

D' J:IFD||%J ﬂ|n“ B‘Il[l]ﬂsc‘ ﬁ.ddTlmeHD&Fctamp

Eclinda; the patient's careperson; mdicated thatdoswill require wheelchar access in the future,

[The above was enterad ar 01052000 0574 pra, by uzer Pedigo, David-d]

Patient called about account balance; did not reel he should havve to pay-a copap since he has bwoinsurdnces
Tald hirm that hiz copaiis not covered by the secondary,

[The above waz entered on 012720017 07:48 am; by wzer Pedigo, David.d]

Lower Button Bar

Fik | Customize

Save
=

‘Patienit has an outstanding balance dile on their accolnt

‘ i Prnt ‘ m_l Encounters

x Cancel

Customize Button - allows customization of lists/dropboxes (e.g. city, state, postal codes)
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Print Button - prints either a Demographic Summary page or address label (on DYMO printer
only)

Select Print Format

"

%

J.\L\_&) Select how wou wishrto print Pabient data

Summary O'E Label

Encounters Button - switches to Encounters view

Save Button - used after any changes are made to the demographic record. Also used to pull a
chart when displayed in the Patient List into the Open Charts screen.

Balance Notice - if the patient has a balance due in ezClaimBiller, a red notification bar will
display

3.3.3.5 Subscriber Info

In order to bill a patient's insurance plan, you will need to enter the Subscriber info. This screen can also
be used to enter the Guarantor info for a minor patient (e.g. the parent or guardian). To open, click the
Subscriber button in the Insurance Information section. NOTE: To clear a subscriber, click the red delete
button.

Irsurarice Infarmation

Ins Company  |Medicare Part B -
Subzcriber Self ]){
Relationzhip & Patient antar

e

The Guarantor/Subscriber screen will open. The default type is "self", but you can enter either an
existing patient (by selecting from the displayed patient list) or enter a new guarantor/subscriber. Use
the blue arrows to transfer information (such as same last name or address). Be sure to select the
appropriate "Relationship to Guarantor”.
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Select Guarantor &
@ Setup Guarantor for Patient
i " ROTE- A guaantor iz the persan who = rezporsible for
@ Sumdiari'SELS use blue arows 10 Copy data  the palient: biling chargss. This vould be the Trsued
& Guarantor i an exicting patient  fram Dlemographics screen for wisron/madcal plans or the Guatdan lor mirar
& Guasantor i niot 3 patienl
=l Patier! Frelabonsnip 1o G usanton
=] . | PResat - : :
Az & Find | =t | s (_Spouse O Chld " Dther
Last Nams FirstMame | Mi| PstD®  DOB mmuran: 51
[ Ables Boyd D00EET 0 Wil Viszon Service Lasl Hamef
[ Ahles Sharron GOOSRE el oE \mon Service Fiat N ]
% Abratam Deioras GU24EE e
@ Abrsnam Sislls lse 002484 Wi £ Vanicai - Titte. | = Sl | =
I3 &hrama Kaitlyn QOOGEE el v Fest Health Se
= Gender ‘i £ - No,
H active Hargarsd 02530 R LKSD . Prevm Miske Famae. No
5 Agams Amber C 007138 e Diste of Bik |_,a'_z’_ e |
[# Adtams Bertha E OC042S sesmvss AmetiBendEC ¢ :
& Adams: Fessie DO0SIS memmti Brivate Pay Ca Ao S
[# Agams Charene Q00453 Sesm s Privale Pay Ca Addrecs ]
[# dAgam Dons GO00TS s NES Privain Pay Co City | ﬂ
i Adams Dorothy 00020 == Privale Pay Ca -
i+ Adams Frank O0IO3E e Stale/ZF | || ]
[ Atams Cadys 5 000433 Ml Privie Day C3
Hamea Phon
{5 Adame Gloria Q01721 MR AK Modicald - = |
[ Atams Hannefin Qo480 . Premers Blieac Employes ]
— -
il 14 ALams Jdacob 001105 S \ I D ]
D Q) |/ o || X ciose

3.3.3.6 Open/Pulled Charts

The very first screen you see upon signing in is the Open Charts screen. Much like a chart pulled from a
real file cabinet, Open Charts are available for viewing and creating items (encounters, Rx's, reports,
etc). When you are done with a chart, it is "closed" and removed from the Open Charts screen. You
close a chart by right-clicking the name and selecting "Close Chart". You can only close a chart that
has all encounters, reports and notes finalized (except for the Sample Patient, which does allow
immediate closing).
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OPEN CHARTS | QuickFmo | =

& Chagluak,; Cawyn D
* Sample, Joe

Chart Options H Close All Signed Charts

‘ @H LogOut

‘ x Quit

To use the Open/Pulled Chart, simply right-click the name to get a list of Chart Options or double-click
to be immediately taken to the Encounter List.

Patient Photo's

If a patient has a photo entered in the demographics screen, click the name ONCE to view the image.

OPEN CHARTS [ QuickFmo

* Brady, Jeszie
‘;‘ Chagluak, Caryn [

* Huga, Jeffrey
"""N-\ chcking ance on the name will

Arrple;doe-F
display the patient photo (if it exists)

3.3.3.7 Chart Options

Right-click a patient name in the Pulled/Active Charts list to pull up the options menu.
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3.3.3.8

View Encounters
Edit Demographics

Modify Name

Attach Document

Messaos Manager

Close &Refile Chart

Help

Exit

How do | view Encounters?

How do | edit Patient demographics?
How do | modify a patient name?

How do | attach a document to the chart?
How do | create a message or note?

How do | close/refile the chart?

Modify Name

Right-click the patient name in the Open Ledgers view and select Modify Name.

View Feeslips & Claims
Edit Demographics

Madify Mame

Message Mané%

Close & Refile Chart

Help

Cancel

Patient names (once the chart is created) can only be modified with this tool. This is done to both track
name changes/reasons and to prevent data loss.

The Modify Patient Name screen will show and you can enter the corrected name in the boxes at the
bottom. Indicate a reason for the change and click okay.
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& Modify Patient Name

}2 Modify Patient Name

Current Last Name: [Sample | Cumert First Mame: [loe |

primiary databaze. Nate that altéring the patient's name will not change

yi WARMING: You are about to change the patient's name as stored i the
£ 5 P
therrname lizted on presiouzly FINALIZED reports and/or encounters.

|lpdate Patient Mame -
Mesw Last Narne: iSampIer Mew First Name:. |joe

Reazon for name change: jMigspelled _:]

‘9)‘ -/ Dkay ‘xtancel

I"vp-.. Modification History

You can also view the history of name changes by clicking the Modification History button.

B Name Modification History

[F'rinr Mame][Mew Namel[Change [ate][Change Reazon][Lzer]

[Joe Sample:oey Sample: 0614/ 2003: Mizzpelled: ]

[oeyw. 5 ample:doe Sample: 0641 4/2009:Mizzpeled:)

[Joe Sample:doe Tombest: 11417 /2009 Mizspelled: Pediga, David J]
[Jae Tomtest oe Sample: 1117 /2009 Mizzpelled: Pedigo, David J]
[Joe Samplesdoe TESTermr 11172009 Mizzpelled: Padign, David.J]
[loe TESTenmdoe Sample: 1117 /2003 Mizzpelled: Pedigo, Davidid]
[doe Sample:d oe Sampler11/13/2009;Mizzpelled: Pedigo; David J]
[Joe Samplerdos Sample; 127 6/2009;Migzpelled Pedigo, David J]

49
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3.3.3.9 Sticky Note

You can add short "Sticky Notes" to a Open Ledger by right-clicking and selecting the Message
Manager option.

Yiew Feeslips & Claims
Edit Demographics

Modify Mame

Messaoe Manager
Close & Refile Char%

Help

Cancel

Once the Message Manager appears, select the Sticky Note button.

B Message Manager - Sample, Joe E]@[@

ﬁ Messaging Menu

. Temparary note, attached to the patients pulled charl.
. Sticky Note ‘ Whorks just ke a real sticky note and iz viewable by all,

[E]

@ o Man-clinical notes viewable in the patient demoaraphics
|H|ng Note ‘ gection, Useful for billing and scheduling notes;

@l

Q/J ‘ X ciose

The Sticky Note edit screen will appear and you can enter any text you wish. Once you save the note a
date/timestamp will append (with the user's name).
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Sticky Note

patient has a balance due, be'sure to
collect befare they leavel

By Pediga, Dasad J
(1042072070 B:09:19 AM]

Iiﬁ Save ||xtluse |

To View a Sticky Note:
If a patient has a Note icon, simply click ONCE on the patient name to view it. You can also edit or
delete the note, or click the View FeeSlips/Claims button to open the Encounter List.

e S
_i,.' patient hagzabalance due: be zure to collect befare they leawvel

By Pedign, Davidi

(104202070 8:09:19 Abd]

[Hold dowr mowuse while maving to buttonz]

Edit Mate | | Delete Mote | l‘vfiew FEE:SIipS.-"EIaims:_-| | Cancel

o zmaza, | om
B v oper. George B dr

TR

click once to view note

e

3.3.4 Encounter List

The "Encounter List" is the main dashboard for viewing patient encounters (including Reports, Rx's and
scanned/attached documents). You generally arrive at this screen by double-clicking the patient name,
although you could also click the Encounters button on the Patient Demographics screen.

Mote Ican
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Sample, Joe E

a Mame: Sample. Jog E
8 E ] &> E § Chartt 000001
a;_ @ ' )r DOB: 12/20M977F

! AllPages Encounters Bx's Heports Notes Fravider Daktor Imak

J I

Type [rate Statisz Crescription Provider

idd Mews Criguble click to add new Encounter or Haote |
Exim 03A0/2008 PEMDIMNG. 743248 Congenital dnomalies OF Skterior Charmber, Combi... Doktor. Ima k.
R, 03902008 PEMDIMG - Med Ry [Tobrades) Daktor, Ima K
MOTE 0242742008 FINAL Conszult R eport Doktar, Ima k.
DR&WIMNG 0222342008 FIMAL Fundus [Right Eve] Drawing Craktor, Ima k,
R 02M2/2008 PENDING  Spectacle R+ Daktor. Ima k.
R 0222008 PEMDIMNG - CLRx (A% Ady for dztig) Digkkar, Ima K

There are several tabs across the top of the Encounter Screen to help you navigate to the correct item.
You can double-click the <Add New> at the top of any list to add a new item.

Exams

All Pages

Shows all the items from every category

Encounters

If you are using the full EMR version, you will see a list of pending and finalized exam
encounters. The first CPT assessment code will be displayed in the description field.

RX's

The list of generated Rx's for a patient (that have been printed/saved). The full list of every Rx
(even if not printed) will be shown by clicking the Logbook button.

Reports

The list of generated reports for a patient (that have been printed/saved).

Notes

If you have entered any notes on the patient they will display here.

Other

Drawings

If you are using the full EMR version, you will see a list of pending and finalized exam drawings.
By double-clicking an image you will see the Image Manager display.

Photos

Not currently used in this version.
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Attachments

The list of scanned or attached documents for a patient. If you double-click an item, the
document will open in native format (e.g. pdf documents open in Adobe, doc in MS Word) if you
have the software installed on your computer. You can download the free Adobe Reader
software directly from their website: http://get.adobe.com/reader/

Sample, Joe E

______ Mame: Sample:dosE
E g :D E = Chartit: 000007
ﬁ COB: 12/201977

""*i ] Drawingz Fhotos Attachments Provider: Doktar, Imak
Type [ ate | Gtalus Blezchption Frovider
DR&WING 02/23/2008 FINaL Funduz [Right Eve] Drawing Draktor, Ima k |

3.3.4.1 Create Encounter

A new Exam Encounter can be created by clicking the Create New Encounter button. The default date
will be Today and the default Encounter Template will be used if none is selected.

]<Detault Encounter Template:

«Default Encounter Template: s
Esam, ddult =
Exam, Pediatn
Refrachon Only
Contact Lenz Follo
Contact Lenz Fithng
Blark

LASIE Fre-Op
La&SIE Post-Op
Cataract Post-Op

Encounter Date: D2f15520

Ay Create New
Encounter

=

[ fe
¥y

E] Cancel
o "Create New’
..':j:lz

You can aptionally selact an
encounter type

Click the Help button within the Exam Encounter screens to get more help once you have a new
encounter open.

3.3.4.2 Create Rx

To create a new Rx, open the Encounter List by double-clicking the patient name. Then click the <Add
New> line at the top of the list:
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Sample, Joe E

3
:

£

Mame: Sample. Jog E

& Chartf 0000070

DOB: 124201577

‘ All'Pages  Encounters Bw's Reports Notes d Fravider Daktor Imak
!

Type [rate Statisz Crescription Provider
idd Hews Criguble click to add new Encounter or Haote |
Exim 03A0/2008 PEMDIMNG. 743248 Congenital dnomalies OF Skterior Charmber, Combi... Doktor. Ima k.
R, 03902008 PEMDIMG - Med Ry [Tobrades) Daktor, Ima K
MOTE 0242742008 FINAL Conszult R eport Doktar, Ima k.
DR&WIMNG 0222342008 FIMAL Fundus [Right Eve] Drawing Craktor, Ima k,
R 02M2/2008 PENDING  Spectacle R+ Daktor. Ima k.
R DEM242008 FEMDING  CLRx [4) Ady for Sstig) Digkkar, Ima K

The Choose Type of ltem screen will appear. Click the "Create a new Rx" button.

Chooze the vpe of item o be crealed

INSTRUCTIOMS: Click |
oh:a button to create &
new Engounter, Report

Create s new [dy  Createanew 2 SCAN
) EMCOUNTER I REPORT :,? document af Mate,
Create & new ’ Createa new EH Cancel
BX HOTE Lreate Hew”

G

The Multiple Rx Creator tool will display. With this tool you can add up to 4 new Rx's at a time. To begin
with a brand new Rx, click one of the "New" buttons on the topmost Rx box:
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= Multiple fix's

i? Multiple Rx Creator

IHSTRUCTIONS: Liae the "Mew' buiton iy enbera new prescepbon 08 the geeen amow o copy an esisting peeactiohon an
fle Vo map enten up 1o fou (4] dilfsrend prescriptions,

Ol 7 [+

Aoy Med i S5
Hew Gpec R
e CLAK

Timl7

HewMedRy (B3

Newy Spec Fix |53

Cmit? W

HewM=iRy i
Wew Sped Rx |25

NewClRe §3

Omt?

]

Bt M Bk
Heéwe Spec Ax
New ELRx |

RERAE

@| | H Free sPrescribing ” o Print Preview ! | Q)| x Claze

NOTE: If you have already entered a prescription that you wish to re-use, the click the green arrow
button to call up the LogBook so you can import the Rx. You will be prompted to save Rx's to the
LogBook when closing the Multiple Rx Tool.

Medication Rx

The New Med Rx button will display the Quick Medication Prescribe screen. To begin you must select a
medication from the top dropdown screen (or choose one from your Favorite Meds list):
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B Wpnalication Mrascrite
R Rin|wict @ maedieutlon frov e to begin
Msscaion | x| | v et i ik iweemall ]
TCHOL MALEATE | Temciod bl e e EG 0
DOLBLE CLICK T BELECT 5IG I Drrply AR 5354
e e T v B - S =
|
|
|
| -,
[ijves fumbir: Tooip From [imves Fimmpasrws Fromats L it iy Srwh b b Timmtisren
| = | | S - -~
| |
_l L - - ¥ [Py 5153 fdobimih i woet] 2 |

[FISTEL ¥ FRaF INTT AFFECTEDE TE[5)
Faa feamelioeil =l u] =] i S na iy [FSA MG L ORI
— == — L

THEW OR WALl D 1 TRLET DR

Pigrvaes Sy

| [ comamee | )| [ coms | € i |

Enter your Sig by using the list choices or use your Favorite Sig. Verify the data in the Preview Box and
then click Continue to add to the Multiple Rx list.

Spectacle Rx

Enter ophthalmic prescriptions by using the slider bars on the Spectacle Rx tool.

Az Wizard ﬁ!_]

Specteci Ae
Uss lhe shebsr barm an the fool bebow b ceste the speciaris P fm mithi=s FJl.rl oo maniar cyired=] Yo mar sl chok the povws -
butione o mstie e sdust=eris nghl infl o cortei| %

Spectacle Rx Tool m

Recommendstions
DD | i < -EL : 05 — wer Fawvoriles -
[ allow time for adaptaton
e i l _F"“"'“' "Eh |-'.'h r' anti-scratch coating
Sah i I AR casting
I Lol wwe Baghc Coalings
LA r' ant-stratch coating
e i [ &R coating
By T o e - N T I UV coating
= =l Lens Design
LETETT = iy
- ;_..N!'Ef...ar OO =300 <300 200 HE.!I_] —_ " aspherc
—| - I Ch-39 plastc
Pest | E double O bfocal -]
Gk E L g |

Contact Lens Rx
Enter a contact lens prescriptions by clicking the Brand from the right-side dropdown lists, then using
the slider bars to enter the correct diopter power.
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Rax Wizard X
Cantact Lens Ra
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Printing the Rx

Click the Print Preview button at the bottom to begin the process of printing the Rx.

‘Q/IH ¥ ciose

l ii Free ePrescribing H __:- Prirt Preview

The Rx Printing Options screen displays. With this tool you can customize your Rx to the type of paper
you are using (whether 2 or 4-part Rx paper) or just plain paper. You can also customize what
information appears on the Rx. The font of the body of the Rx can also be adjusted. Any changes you
make will be remembered for next time as the default (on the computer you make the changes on only).
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Clicking Continue will display the actual Rx as it will appear. Once you print the Rx, click Close and
you will be prompted to save a copy as an editable Report. If you do, the Rx will show up in the

Encounter List.

© 2011 Iccomplish, Inc



How Do 1? 59

David J Pedigo, OD
Pedigo Clinic
2323 Main 53t Everstt WA 88333

TEL 4257129600
Dr:  Smih, loe R

P Y

PATIENT: Sample. Joe E y
DOB: 122001977 GENDER: M CHART# EI-DDI]EI'I?

ADDR: 123 50outh Street Apt 5
Seattle WA GE001 )
HomePhone: (425) 555-8388

Rx

P
TIVIOLOL MALEATE (Timalol Maleate EQ 0.26%
BASE} solution/drops; ophthalmic

Refills: NOME(D)

SIG: INSTILL 1 DROP INTQ AFFECTED EYE(S)
ONCE DAILY AS DIRECTED

HEPEMSE AS WRITTEN SUBSTITUTION PERKITTED
Prescription is valid until 02/15:2012

Print Date: 021152011 13:15:4 ' I-“h
[y "\-\. S I"._-- :1_ H ;

3.3.4.3 Create a Report

Use the Report Builder wizard to create new reports and letters. Rx's can also be built this way (which
allows for more customization, however you are limited to one Rx per page this way).
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¢ Report Builder

—l

Report Builder Wizard

e R [2 pear expiation]

Spec By P-Touch
SR [2 year expiration] - Grid Faormal
=y SHx with Superbil 2 year expiration]

Ep!!l:tﬂﬁﬂ:ﬁ-t SRix (2 year expiration)] - Pad Size

Farmiz

_Canespondence
-Exam Reports:
Handautz / Infa Shesets:

L@J “:j, Select H X ciose

3.3.4.3.1 Using the Report Writer

Overview

This section of the manual explains how to use various commands to make your reports more
legible and attractive.

Basic Text Editing

Navigating the report

You may already be familiar with functions of the standard cursor keys for finding your way around
reports, particularly if they extend over more than a single screen. These commands are similar to
those used by many word processors, particularly Microsoft Word.

Highlighting text

Wherewer in the Reports window you happen to be working is where the focus is. Selecting an item
means to highlight it to let you know it has been selected.
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Insert and overtype modes

Just as in other word processors, whether you insert text or overwrite existing text depends on
whether you are in Insert or Overtype mode, as displayed on the Status bar at the bottom of Report
Writer main window.

Replacing text
When you need to replace text, simply highlight the part to be replaced, then immediately type the
replacement text without needing to press Delete.

Deleting text

Press the Delete key to delete a selected block of text, or use the Delete or Backspace keys to
delete one character at a time.

Undo and Redo

Pressing Ctrl+Z immediately you change your mind or realize you made an error will undo most
report edits including formatting changes, so should always be tried before other methods. Press
Ctri+Y to redo the changes. The Report Writer remembers all your edits from the moment you
selected the current node (enabling you to press Ctrl+Z successively to backtrack through your
edits), but forgets them all as soon as you close the report.

Copying and Moving Text

Having selected (highlighted) the block of text, you have the choice of using the keyboard or mouse
to accomplish these aims.

Drag-and-Drop Using the Mouse

Dragging the selected text block and dropping it at its new location is a quick and easy way to
movwe text from one location to another within the same report. You can also use this to break up an
report into smaller chunks by dragging and dropping each section where you wish it to be located.
You can also copy text from documents in compatible applications such as Microsoft Word to the
currently open report.

Cut/Copy/Paste using the keyboard

Having highlighted the block, press Ctrl+X to cut it or Ctrl+C to copy it, then Ctrl+V to paste it
within the same or a different report, all using the Windows Clipboard. The target may be in the
same report file, another report file that you open, or an open document in a compatible application
such as a word processor. Although dragging and dropping is very easy to do, this method offers
several advantages:

Using the keyboard to select text may feel more precise. Once text is copied to the Windows
Clipboard itcan be pasted into multiple locations, whereas the entire drag-and-drop must be
repeated each time.
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Formatting Text

Although you can use the same font face, size and color throughout the report, text is much more
attractive when headings are more prominent, subparagraphs are indented, etc.

Plain Text and Rich Text

You can add text colors, font faces, sizes and styles such as boldface, and the report is regarded
as being in Rich Text Format (RTF). RTF reports can be converted to plain text easily, if desired:

Examples :

This paragraph uses Plain Text alone. All text is the same font face, style, size and color.
Boldfacing, italics, underlining, etc. are not used; changing from lower case to UPPER CASE is the
only way to make text more prominent.

This paragraph uses Rich Text, which allows many more formatting attributes such as color to be
incorporated. Adding color and images automatically changes the format from plain text to rich text,
since both hide extra codes in the report (which the user cannot view).

Report Writer regards its reports as being in rich text format, but you can mix these within a file.
Who would want to use plain text when rich text has so much more to offer? Here are two good
reasons:

Plain text reports make the ezScriptWriter database much smaller, since there are no hidden
formatting characters. This can make quite a difference when you have thousands of reports. You
are not faced with the extra chore of reformatting to match the format of the rest of the report text if
you copy and paste in plain text.

Note also that plain text reports cannot contain images, underlined hyperlinks, tables, boldfaced or
other types of formatting. Conwverting a rich text report to plain text removes images and table cell
borders but leaves the text itself.

Basic formatting commands

Let's concentrate now on rich text. You will find the most frequently used commands (bold, italic,
underline, case conversion, font face/size/color/highlight color, etc.) displayed along the Report
formatting toolbar. Let your mouse cursor hover over each toolbutton in turn to display a tooltip
(text popup message) informing you of its function and keyboard shortcut, if there is one. Try them
out.

Aligning and Indenting Text

Report Writer offers several methods for indenting and aligning text. Toolbuttons for many of them
are on the Paragraph toolbar.
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Alignment and justification

Click the Left, Right, Justify or Center toolbuttons (or press their corresponding shortcut keys) for
text aligned with the left or right margins, both margins or center of the report.

Tab key and Auto Indent

Press the Tab key one or more times to indent the text an appropriate distance from the left
margin. This is best used for short single lines, since tabbing and auto-indenting only affect the first
line of a paragraph.

Bulleted and numbered paragraphs

Text which is bulleted and numbered is automatically indented. Round bullet symbols, numbers and
letters are available. Toolbuttons for this are on the Paragraph toolbar.

Enclosing text in table cells

Just as in HTML pages, you can compartmentalize text in individual cells of tables for greater
control when combining text and images. These advanced methods are discussed in Tables.

Inserting Items into Your Text

The Insert menu

Frequently-reused text (also known as "boilerplate" text) can be copied to the Windows Clipboard
(see Copying and moving text), then pasted in where needed.

Tables

To insert a table where required, click Main menu / Table / Insert command. See the Tables
section.

3.3.4.3.1.1 Using Images
Images

Since images may occasionally be required, ezScriptWriter allows you to display images alongside
text. Images can flow with the text or be anchored to the page.

To Insert Images

Inserting images is very easy. You can do this by cutting and pasting them from the Windows
clipboard, although we recommend that you use the Insert command to select the appropriate
image(s) from image files already stored on your computer.
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Find an image you would like to insert into your report and note its location in Windows Explorer.

Right-click in the report where you would like to insert the image and click Insert / At Caret Postion
to open the Insert image into report window.

Navigate to the folder containing the image, click it to select it and then click Open to insert it at
the current cursor position.

To Modify Image Properties

To modify the properties of an image, right-click the image to pull up the Image Attributes dialog.
The position of the image as well as text wrapping style can be modified. Saving options allow
embedding of the image (recommended for small-to-mid sized images) or saving externally (to the
same folder as the database). See the Report Designer section for details on saving externally.
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To Delete Images

To delete the image, click it (a border with small square "handles" will appear around it - see below)
and press Delete. To undo this step, press Ctrl+Z.

[ o o

Copying, Cutting, Pasting Images

This shows the border and handles that become
visible on single-clicking an image. Reposition the
image by dragging it when the border is visible, or
re-size it by dragging one of its handles.

You can copy an image from one report to another, or even from a compatible document such as a
Microsoft Word document, via the Windows Clipboard, simply by pressing Ctrl+C , Ctrl+X , or
Ctri+V to Cut, Copy or Paste the image respectively.

Moving, Positioning, and Resizing Images

Images can be moved and repositioned by dragging them, inserting spaces, tabs or text between
them and the left margin, by indenting the left margin, or by enclosing the image in a table cell.
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Resizing can be done by dragging the handles, but it is better to do this only to get a rough idea of
their ideal size, then use an image editing program to resize them accurately while maintaining their
proportion and re-import them.

3.3.4.3.1.2 Using Tables

Overview

Using the Tables toolbar you can create and edit tables. You can also combine and split cells, color
cells, color the table, set the table border-width and color, delete and insert table rows and columns.
This feature helps you create anything from simple reports to complex forms.

Working with Tables

To Create a Table in Report Writer

Click Main menu / Table / Insert table. A dialog box will appear allowing you to choose:
the number of columns
the number of rows

This table has 3 rows, 2 columns, center alignment and a border:

Row 1 Col 1 Row1 Col 2
Row 2 Col 1 Row?2 Col 2
Row 2 Col 1 Row3 Col 2

The best way to learn about tables is to create tables in various configurations within a test report.

To Alter a Table

Click inside a table in the report, then activate Main menu / Table . There are several menu
choices, enabling you to alter the following table parameters.

Other methods of altering tables

e Editing text in tables
e Adjusting column width and position
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e Moving a column or row
¢ Inserting and deleting rows and columns
e  Splitting and combining cells

The proportional width of a table (as a percentage of the report width) can be altered by using the
table properties dialog or by dragging the table-handles in the horizontal report ruler.

You can adjust the width of each column by dragging the dividing partition left or right.
To enter text within a table, position the report cursor in the appropriate cell and begin typing.

If you make a mistake in table creation, deletion or typing, you can generally undo your actions by
pressing Ctrl+Z or clicking the Undo toolbutton.

To delete a table, position the report cursor anywhere within it and click Main menu / Table /
Delete. You will be asked to confirm your action. You can also delete a table without confirmation
by inserting a blank line above and below if not already present, highlighting the whole table,
including the two blank lines, and pressing Del. Highlighting just the table and pressing Del
removes all text within the table but not the table itself. As mentioned abowve, you can restore a
deleted table by pressing Ctrl+Z or clicking the Undo toolbutton.

You cannot easily mowe, copy , or swap whole columns or rows within a table; you must move each
cell individually. For this reason you should design the layout of your table carefully before creating
it.

Currently, you cannot create a table within a table.

Editing Text in Tables

Here are some more hints and tips about doing this.

As mentioned previously, text (or images) in one or more cells, rows or columns can be individually
aligned (left | right | center) by highlighting it then choosing one of the alignment toolbuttons on the
Paragraph toolbar (or via the Edit menu or a keyboard shortcut). Centering text and right-justifying
dollars and cents can be very effective.

If you choose left or right alignment, the text will be hard up against the wall of the table, as cell
padding is not provided. One workaround is to create extra hidden columns to act as margins.
For example:

| |Text hard up against left margin |

| | |Add a dummy column |

| [ Then hide its border |

To hide the border, click anywhere in the cell with text, then click the Show left border toolbutton on
the Table toolbar to disable it. This will be discussed more fully later. You can drag the Table toolbar
off the Toolbars area, making it "float" closer to where you are working.
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You can treat text in tables as you would anywhere else in an report. You can cut, copy and paste
it.

You can select (highlight) a whole row or column by performing one of the following actions:
?  Click-dragging the mouse cursor over it; or

? Combining the Shift key with the cursor (arrow) keys to select multiple cells just like
increasing the size of a highlighted section of text; or

?  Clicking in one cell and selecting the Select table row or Select table column command
from Main menu / Table, or choosing the appropriate Table toolbar toolbutton.

Having highlighted these cells you can apply boldface, italics or color changes to the text or
background.

Adjusting Column Width and Position

You can adjust the width and position of any column by dragging the internal vertical partitions left
or right. When your mouse cursor passes over a partition, the cursor will change to a pair of vertical
bars with arrows:

You cannot drag the horizontal partitions up or down, but you can add extra spaces to the entries in
a row, or add a blank row or column.

You may need to adjust the partitions after deleting a column.

Navigating Within a Table

Think of a table as being a block of text that happens to contain vertical and horizontal lines. Use
the Tab and arrow cursor keys if you don't want to keep reaching for the mouse all the time. To
jump from cell to cell, left to right along a row and top to bottom, press the Tab key. To go in the
reverse direction, press Shift+Tab.

The Right arrow key follows the same direction as the Tab key but stops at each character.
Similarly, the Left arrow key follows the Shift+Tab key. The Up and Down arrow keys move up and
down columns. Note that if you start from outside a table, the Down arrow key will move down the
leftmost column and the Up arrow key will move up the rightmost column.
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Moving Text, Columns, and Tables

To Move and Copy Text from Cell to Cell

The destination cell need not be an adjacent cell. You can move text anywhere within the table.

Alternatively, you can copy or cut a highlighted block to the Windows Clipboard and paste it in. This
can be handy if you need to paste the same text into sewveral cells.

1. Highlight the entire contents of a cell using the cursor keys or the mouse
2. Drag the highlighted block to the destination cell.

NOTE: If the destination cell is not empty you can use this method to insert the block into existing
text.

To Move a Column or Row

You can only move one cell at a time using the method described in Moving and copying text from
cell to cell; you cannot move a whole column or row. For this reason, you should plan your layout
carefully before creating the table. However, you can achieve the same end by inserting a new row
or column in the destination position, dragging the contents of each cell in the original row or
column across to it, then deleting the original.

You can also copy one or more highlighted rows and paste them as separate tables, rearrange
them vertically to form a new sequence and then join them. See Moving and copying tables.

To Move and Copy Tables

Whole tables, including contents, can be cut, copied and pasted, just like any other blocks of
highlighted text, to and from the Windows Clipboard. They cannot be dragged. You can also copy
one or more highlighted rows and paste them elsewhere (outside the table) as a separate table.
However, pasting them back only replaces existing text corresponding to the number of rows you
pasted in. Instead, create the same number of extra rows, then fill them with inserted text. The
following example shows you how:

Example: Insert Table 2 into table 1.

aaaaa Table 1
ddddd

bbbbb Table 2
cccee

Position the report cursor in the top row (aaaaa) of Table 1, then click the Insert table row
toolbutton twice, to insert two rows.

aaaaa_Table 1
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| ddddd

bbbbb Table 2
cccee

Now, position the report cursor in the top row (bbbbb) of Table 2, and press Shift+Down to highlight
both of its rows. Press Ctrl+C to copy them, then position the cursor on the top blank row in Table
1 and press Ctrl+V to paste the text contents.

aaaaa Table 1
bbbbb Table 2
cceece
ddddd

bbbbb Table 2
cccee

Finally, delete Table 2 and tidy up. Done!

aaaaa Table 1
bbbbb
ccece
ddddd

Inserting and Deleting Rows and Columns

To Insert a Row or Column

New rows are added below the selected row. New columns are added to the right of the selected
column.

To add a row, select the existing row below which you want the new row to appear. by clicking in it.
Then:

Click the Insert table row icon; or

Click Main menu / Table / Insert table row; or

Press the Tab key after positioning the cursor in the rightmost cell of the selected row. This will

insert a new table row and mowe the focus to the first cell of the new row. E.g. (the graphics below
are images, not tables):

Before
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After

Successive clicking will add more blank rows.

To Delete a Row or Column

If you have just inserted one (blank) row or column too many, you can reverse this by clicking Undo
(Ctri+2).

Alternatively, to delete a row or column, select it and click the Delete table row toolbutton.

If you need to remove a block of consecutive rows within a table, start at the top row to be deleted
and keep clicking the Delete table row toolbutton until the deletion is completed.

Splitting and Combining Cells

To Horizontal Split and Combine Cells

Splitting and combining cells

You can split a cell into two horizontally by adding a partition, or remowe it to combine two cells
into one. Use the Split table cell and Combine table cells commands in Main menu / Table or
corresponding Table toolbar toolbuttons.

Here is a table, originally 3 rows and 2 columns, which has had split and combine operations
carried out on the second and third rows respectively.

Cell 1 | Cell 2 Cell 3
Cells 1 and 2 combined

Splitting columns
To split a column of blank cells into two: highlight the whole column then click the Split table cell
toolbutton.

To Vertical Split and Combine Cells

Vertical splitting relies on showing/hiding the top and bottom borders of adjacent cells.

Let's start with a 4-cell table:

Cell 1 Cell 2
Cell 3 Cell 4
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Figure 1

Think of each cell as having four borders, like this:

Cell 1 | | Cell 2 |

Cell 3 | | Cell 4 |
Figure 2

To awoid grid thickening, either the upper cell's floor or the lower cell's ceiling may be visible, but not
both. (Occasionally you may notice a double thickness grid wall but this will disappear when you
return to the report after moving to another node or closing the file, so is an artefact.)

Cell 1 floor visible Cell 2

Cell 3 ceiling hidden Cell 4
Figure 3

Cell 1 floor hidden Cell 2

Cell 3 ceiling visible Cell 4
Figure 4

Cell 1 floor hidden Cell 2

Cell 3 ceiling hidden Cell 4
Figure 5

Note the misalignment in the floors of Cells 1 and 2 in Figure 3 compared with Figure 4, due to
different show/hide selections. If you notice this when creating your own tables, ensure that these
parameters match across the whole row.

We hawe thus "combined" cells 1 and 3, so let's add some blank lines and rename the combination
Cell 5:

Cell 2
Cell 5

Cell 4

Vertical splitting is essentially the reverse of this.

Selecting Rows and Columns

By clicking any cell and then choosing from Select table row or Select table column in the Table
menu or the Table toolbar, you can select the whole row or column that includes that cell.

This command is useful if you wish to change the font attributes, colors, etc. of all cells in the row
or column, or to clear the contents of the row or column. You cannot use it to copy, move, swap or
delete a row or column.
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You can also select a whole column, row or block of cells by click-dragging the mouse pointer or by

using Shift+cursor keys. See Editing text in tables.

To Select an Entire Table

Clicking anywhere in a table and selecting Main menu / Table / Select entire table will immediately
select the whole table, which can be very convenient if you wish to change the same property for all

cells or to hide/unhide cell borders for the whole table.

Table and Cell Borders

The right-most eight toolbuttons of the Table toolbar determine whether the borders of the cells

selected are \visible or hidden. Click any cell and see which of these border toolbuttons are
depressed. Clicking any of them again reverses their effect.

Fig. 1: Original
Cell 1 Cell 2
Cell 3 Cell 4
This is the original table.
Fig.2: Hide borders
Cell 1 Cell 2
Cell 3 Cell 4
This can be reversed by clicking Show borders1.
Fig.3: Show outer border(s)
Cell 1 Cell 2
Cell 3 Cell 4
This can can be reversed by clicking Show inner border(s)
Fig.4: Hide borders then Show inner border(s)
Cell 1 Cell 2
Cell 3 Cell 4
This can be reversed by clicking Show borders.
Fig.5: Show left border and Show right border disabled in all cells
Cell 1 Cell 2
Cell 3 Cell 4

Fig.6: Show top border enabled in lower cells and Show bottom border enabled in upper cells.

Cell 1

Cell 2

Cell 3

Cell 4

Combining these borders results in a thicker line which makes a convenient divider.

Fig.7: Show top border disabled in lower cells and Show bottom border disabled in upper cells.

Cell 1

Cell 2

Cell 3

Cell 4
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Fig.8: Show right border enabled in Cell 1 and Show left border enabled in Cell 2. Show right
border disabled in Cell 1 and Show left border enabled in Cell 4.

Cell 1 Cell 2
Cell 3 Cell 4
Cells 3 and 4 display the standard configuration as seen in Fig. 1. You would expect that adding

Cell 1's right border would cause a thicker partition, but its only effect is to stagger the existing one
towards Cell 1. The only remedy is to disable Cell 1's right border.

If you highlight a block of text and accidentally click any of the Show ... border toolbuttons your
paragraph will display a horizontal or vertical line along one of its borders like part of a table. Doing

this deliberately is not recommended as such stray table cell wall lines may cause interference with
text and prove difficult to remove.

Table and Cell Color

Report Writer gives you full control over table and cell colors. With the table properties screens

you can set the global table color or individual cell colors, as well as the table border-color and
border-width.

Table Hints and Tips

To Insert Images into Tables

Tables are a good way to store images, which can be inserted using the Main menu / Insert /
Image at Caret Position command. Just like web-pages which owe their neatness to tables with
hidden borders, you can hide the table borders once you hawe finished inserting images. If you wish
to display the table frame (also referred to as a grid), you can space the image away from the cell
wall by adding a blank line above (press Enter), or by adding spaces.

3.3.4.4 Create a Note

You can use the Note Writer to create simple chart notes on a patient. This can be useful for recording
telephone messages or brief in-office encounters that don't warrant a full Exam Encounter.
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Note Writer
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3.3.4.5 Attach/Scan a Document

There are two ways to get documents into the software: Direct Scan Method and Attach File Method.
Both methods create a new folder item in your database folder containing a copy of the document. If you
Attach a document, the original document stays in the present location and an exact duplicate is added
to the Documents folder. You can browse the Documents folder by opening the database folder and
clicking Documents. The documents are arranged by Patient Name (alphabetized), then by category.

WARNING: Do not move, rename or delete files in the Document folder as this will cause the file to
become unavailable for browsing/opening in the Encounter List.

Direct Scan Method (requires a TWAIN compatible scanner):

Click the Scan Document button after you select <Add New>.
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¥ Scan Documents To Chart
Patient: Sample, Joe
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Attach File Method

To Attach a file that already exists (for example, a faxed/emaild pdf document or your own scanned
document), click the Attachments button at the bottom of the Encounter List.

idd Mews Diouble chck to add new Encounter or Mote |
Evitibd 0310/2008 FEMDING 74348 Congehital &nomalies OF Anterior Chamber, Combi.., Doktor, Ima K
R 03042008 FEMOING  Med Ri [Tobrades) Diaktor, Imak
MOTE 0272772008 FINAL Conzult Repart Daktor, Ima K,
DR&WING 024232008 FIMNAL Furidusz [Right Eve) Drawing Dioktor, Imia k.
R 2/12/2008 PEMDIMNG - Spectacle Bx Doktor, Ima K
R 02A12/2008 FEMDING  CLR« [4% Ady tor Ashg) Doktor, Ima K,

‘:ﬁ Attachments
M fe e

|_x Sign H _&: Yiew LogBook ‘ 8_2 Demographics

Quich’ Jp: Double click an ikem in the list to open or view. Right click far more choices:

Q)| € o |
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On the next screen, click the Add File button to locate the file you wish to Attach.

The document properties page appears and you must enter a category. Then click the browse button to
attach the file.

Bl Add New Attachment EEIX

\b' Add New Attachment

—Attachment details:

Categony: iturrespundence _:J

File Type: iTe:-:t Crocument __:J

Find File: | il
Ateach date: |2 71572011 ~] Pl

Descnphion ! L]

il (@] o)

3.3.4.6 Rx Logbook

The Prescription Tracking Logbook allows for tracking of all prescriptions created in the software. There
are four categories:

Full Rx List
Medications
Spectacles
Contact Lenses
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BE Prescription Tracking Loghook

™ brocr Trackir 4
| Precription Tracking Logbook
Full Ax List Medicalzin: Speciacie: Contach Lemies |
Doubla click gnar Rx to edit or print
Date Statue Dizrscripbion | Fron, =
QLIS I0LL  FINAL CLRX Pedigo, O
5 P oG 2 v I
pem Tegd Ma= |
03/25/2011 FI.NF«L Contact Lens R;-c L "-‘v::ilua. B
i Fres 1 =
DLIIZF2011 FINAL CLR= Pedigs, D,
DIfZ5F0081 FINAL TLA= Pedign, D
B3/25/3001 FIMAL CLRw Padiga, Os
{ i F i -
[€] Expand &l L ] | :
o Print A Lis | [Q)h._., Soteet | Y Close |

Double-click an item to select. Use the Expand/Collapse checkbox to show/hide the full prescription.

3.4 Patient Reminders

Patient Reminders allows a method to send messages/reminders to yourself (or others) for specific
patients, generally to be acted upon at some future date. For example, if you wish to remind your staff to
call a patient in a week to check the status of an eye problem you would create an eReminder and set

the send date for one week in the future.

Create/Send a New Reminder
Receiving a Reminder
Managing Reminders

User Groups
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3

|\« eReminder Manager
4 Mo oReronde: | | S8 User Grovos || 3
g ; B! Pationt Hame | Sugoct | betinDate | Seniby
= 59 eReminds Py — lest 772008 dpedio
= Inbox
A Cormploted & &ichrmd
B Dutbos/Perding Dedveny
B Daleted ltaems
Foin : Re : Action Due Date -
Subject -

3.41 Create/Send a New Reminder

To create and send an eReminder, you fill out a form that resembles a standard email.
fields must be entered:

To Field (REQUIRED)

Enter the user that the email should be sent to (or choose a user group).

Action Date (REQUIRED)

This is the date the eReminder will trigger and appear in the recipients inbox.

Patient (REQUIRED)

The patient that is the subject of the eReminder.

Subject (REQUIRED)

The reason for the eReminder.

Urgency

A flag for the level of urgency.

Mark as Confidential

The following

If you wish to keep the eReminder from being read by anyone but the actual user, you can set a

password.
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eReminder Body

The text of the reminder (can be formatted by using the richtext controls).

eReminder Message Editor

Ta- | v|  ActionDate: |3/2/2011  +

Fe:  [Click to Select Patient...|  Patiert ID : | |
Subject: | |
Urgenicy :  [Mommal -] — Mark as confidential (wil

require paszward bo open)

@EetFDnt|ﬂ ' H|D$g|ﬂﬁ"

‘9’)‘ “f Okay H X ciose

Receiving a Reminder

When a Reminder is received, there are four options that the user can take:

Mark as Completed

Once you have completed the action required by the Reminder, you can mark it as completed by
clicking the appropriate button.

Assign to Another User

To have another user take over the responsibility of the Reminder, use the Assign to Another User
button. The Reminder will show up in their inbox.

Reset Due Date

If you need further time to finish the Reminder, simply reset the due date using the Reset Due Date
button.
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Discard

If you wish to delete this Reminder (for example, it is no longer relevant).

| Mark 2z Completed || o Aszzign to Andther LlserH G Resst Due Date|v || ¥ Discard |

3.43 Managing Reminders

The Reminders can be located in four areas:

Inbox

Holds pending Reminders that have not been acted upon.

Completed/Archived

Contains a list of your completed Reminders (those marked as completed by the user).

Outbox/Pending

Those reminders that have not triggered yet (pending) will be listed here (only those of the user who
created them).

Deleted Items

Any items that were deleted previously.

& Mezzage Manager
=5 eReminder

8 Irhoy

[ Completed & &rchived
'ﬁ Outhox/Pending Deliverny
2l Deleted ltemns

3.44 User Groups

You can group together users (e.g. "Staff", "part-time doctors", "receptionists") so that Reminders can
be sent only to the members of that particular group.

© 2011 Iccomplish, Inc



82 ezScriptWriter User Manual

23 Create Group

@-| User Group Lists

Mame aof Group-:
!l 3 [ New H Delste H Haodily |

Suailable Ueers: Current Membiers of Group:

EE EE

‘9)” X close

To create a group, click New then enter a unique name for the group. Then click the names of the users
to include and use the arrows to transfer to the "Current Members of Group" list.

3.5 Special Functions

The Special Functions menu allows you to perform various housekeeping functions on the database,
manage report templates and rolodex names, report bugs and check for updates, and query the
database.

( Q;", | Special Functions Menu

Database Maintenance
Backup Database
Compact Database

Software Maintenance

Report Bugs
Check for Updates

Data Management

Query/Statistics
Encrypt/Compress Reports

Miscellaneous Functions

Report Designer
Rolodex Utility
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3.5.1 Database Maintenance

The Database Maintenance menu allows options for maintaining the health of your database.

Database: Mairtenarce

“pl  Backup Database

, .'-_;?, Compact/Repair

Backup Database
Compact Database

3.5.1.1 Backup Database

Utility to create a compressed backup copy of ezScriptWriter's date files. We recommend that you
perform a backup EVERY DAY and save the compressed file on removable media (CD Rom, USB Flash
Drive, or another network drive). Store a copy of your database off-site (either using the removable media
or an online data storage site). This off-site copy should be replaced weekly (if not daily).
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= ezHealthWare Backup

Backup your ezHealthWare databases to
Jg compressed (.zip) file and/or CD-ROM

MOTE: Al userz mugt be logged off [on all cormputers) during:the
entire time that the backup iz in progress.  Falure to do 20 may
rezult in logs of datal

Thie backup process may take fram several seconds to many
rainutes, depending on the zize af the main databaze Fleaze be
patient until the proces: completes. Once the ZIP file has been
biilt; pau will have the option of burkir it o a CO-ROM disc [only
available ot newer verzions of Windows #F).

Location to'gave ZIP file [defaults to local directan]:

iE;'\e;HW_E ackuph [

Frogresz... \

|

Backup log:

" aiting to begin backop... \
Lse the same location and

remember whare you zave the
Backup files {in case you need to
restore) We recommend using the
default name on your external drive
2.9 "EvezHW Backup”)

¥ |rclude 'Documents Folder' in backup (ot compressed) NOTE: Increasestine.

1/

Burn CD Disc EE

@

Unchecle thiz box If
you dont want to
backup scanned
documents. Leaving
this box chacked
may add @
significant amovint
of time to the
backup

You can do two types of backup's:

With attached/scanned documents included

If you leave the "Include Documents Folder" checked, the software will compare the existing
backup document folder with the current and copy any new documents ower. If this is the
first time you are backing the documents folder up (or if the location does not have an
existing copy to compare against), the process may take much longer than the usual

backup.

Without documents

By leaving the checkbox unselected you can do a backup of just the main databases.

@

WARNING: NEVER save your backup folder to the same directory as the actual database files (e.g.
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never use "C:\ezHW_Data\ezHW_Backup" as a backup location). You can use "C:\ezHW_Backup" on
the same drive, however if you have a hard-drive crash you will lose both your original database and the
backup(s). Instead, backup to an external drive or removable media.

Burn CD Disc

If your computer includes a CD recorder, you can copy files to a writeable disc. This process is called
burning a disc. Use the "Burn CD Disc" button to create a CD-ROM with your database files. This utility
copies the files to the Windows temporary CD folder. You must complete the process by using the
Windows CD Writing Wizard.

The CD Writing Wizard opens and prompts you for a label for the CD (it is pre-filled with the current
Backup Date). You can enter up to 16 characters. Click Next and the wizard displays a progress bar
indicating the status. If you did not select the Close the wizard after the files have been written check
box, then a final dialog box opens, asking if you'd like to make an additional copy of the same files.

Restoring Database Files

Navigate to the folder you originally created to save your backups and open the backup file (it will have a
name like “Backup090110xxxx.zip”. The numbers are a date/time stamp, so this example would be Sep
1, 2010. Once you have located the most recent backup (usually in the C:\ezHW_Backup folder on your
primary computer, but that location may vary), then you need to uncompress (unzip) the file. Right click
the file and select “Extract” (or just double click the file; in most versions of Windows this will start the
uncompression feature). Once the folder has been extracted, you will see five databases (each end in ".
dez" extension).

tetais 'ﬁﬂm 200950, 3p B5,35 68 [Zhrc ITP Archive 10fZ2/30 10 250 AM
i Bacon 102309300 1p 63,7BONE  [TAec ZIR Archive 10237005 B:04 FM
erHW_Hackup T Backun 102510 160%.2p B7. 65555 TZArc IIF Bechive 1025672010 405 PH
e Fusler 8 Baden 1038051075, 1 E4,03 08 1Dhwc 2 Archine 10389009 10: 35 AM
Blate Modified: Toenday, T Bacun 1027092118, 50 10,103 /8 [Zhe TP Archive 10/27/2009 5:18 PM
November 23,2010, Lar3sPM o Backp L0300 15 2 H0.1T508  128c 20 Archie {0730/2008 12: 15 AM
" Backan 103009002 2p E4.B006E [P TIF Archive 10/31/2009 12:30 AM
B Backup LN3005 TR0, A 0,151 [ZAsc ZIF Avchive 10/30/7009 6:31 P
b Bacep 1031000014 70 G485 0B 1ZAsc 2P Archive 105342005 12014 AM
W Bacan 1L 10310003F. 20 BS.SINE AP Archve 11732010 1235 Al
'ﬁﬂad-u:r! 0£102115.7p BS, 547 EE  [Zarc IR Archive 11420105 17 P
b Bacun 1 10510211 %mp B9,5730E  [ZArc ZIP Archive 11/5/3010 5: 13 PM
At 1109100 112.2p B9 EE2EE  IIArc TIF Bechive 11/8/2010 10:20PM
R Baden ! 111100824 20 89,705 K8  12Mwc MR Bechive 11/11/30 10 10:35 &M
e Bacnn 111609 195 2. 5p 6491108 [Zare ZP Archive 11/16/2009 B:52 FM
ﬂﬁalclll?lﬂllﬁ-iﬂ# 89,0208 [I8er 7P Archive LI/17E040 1143 AN
i Backr L L1803 1047 20 E4.50K8 AT TP Archive 11/ 187200 895 Phe

This g the most recent file, since the date stamp is 1118091947 (or Moy 18, 2009 @ 19:47pm

Typically the database file MOST LIKELY TO CRASH is the ezDB.dez file. So you should FIRST copy
just that file over from your backup copy and see if the software starts successfully. If you know the
exact order you entered patients since the last backup, you can re-enter them in the same order so the
exact same Chart# is assigned. This way your ezReports.dez database can still be in sync. If you do
not know the exact order, then you should copy the following THREE files to your primary ezHW_Data
folder: ezDB.dez, ezReports.dez and ezlmages.dez. The computer will ask if you wish to overwrite and
you should respond yes. The ezToolData and events.dez files are not likely to crash and should only be
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3.5.2

copied if they do not currently exist in your ezHW_Data folder (be sure to check, because you will get
errors if they are not there!).

=

WARNING: If you are restoring the database files from a utility other than ezBackup (for example, a

utility you run every night to backup the entire hard-drive) you need to take extra precautions to ensure
you do not accidentally overwrite good data with outdated files. If your backup software does incremental
backups, you may only have ONE copy of the database to roll back to (and if it's corrupted you are out
of luck). So, if you are using third-party backup, we still recommend that you use the ezBackup utility to
create dated, compressed copies of your database nightly.

Compact Database

Utility to compress (compact) the database and sometimes repair minor data errors. We recommend
you run the Compact/Repair utility about once a week to keep your data files in good condition. It's
HIGHLY RECOMMENDED to run the Backup utility before the Compact Utility.

The Compact Utility will automatically close the software on the current computer, but you MUST close
out the software on any other computers on the network. This includes all modules (ezClaimBiller and
ezApptScheduler).

P ezDB Database Maintanance

The ezHealthwware databaze requires occazional
compacting Lo minimize the size. |t alio incréazes the
overall zpeed of the program by improving access o the
databasze.

[MSTRUCTIONS: Cloze all ezHealthinare: sothware
[including ezChartwriter, ezClaimwiiter and

ezacrptamiter] o all cormputers and i thiz utilityancthe
zame falder that the maity databaze resides.

Compact Databaze Nowl Cancel

Software Mantenance

Use these menu items to look for software updates or send bug reports.

Saftware Mantenance

.ﬁ:] Reporta Bug

i’ Check Updates
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Report Bugs
Check for Updates

3.5.21 Report Bugs

If you encounter a persistent error or glitch (programmers call them “bugs”), you can upload or fax a
report to us so that the issue may be resolved. Simply follow the on-screen instructions to generate the
bug report.

Report bug E|

ezHealthWare’

Report a Bug Wizard

- Product information [Fage 1 of 4]

To help us diagnose this error and iImprove our software, please answer the
following few guestions. Provide as much details as possible,

Product nams: JCharttadule
Praduct version:4.1.1

System information: Operating Swstenn: Windows =P Mersion 51,2600
Service Pack 3
5.1 [Buld 2600]
CPL: Intel Pentium 32-bit

Total Phpzical Merari: 2,095 430K,
BAwallable Physical Memon: 709.062E,

<

EE-}H X ciose

Bug reports are reviewed periodically to look for patterns and complete software crashes. If you have
specific concerns you would like addressed, please submit the Bug Report with the error information and
send an email to Tech Support with your concern. Bug Reports will not normally be answered on an
individual basis.

3.5.2.2 Check for Updates

Occasionally you will notice that an Alert will appear at the bottom of the ezScriptWriter Login screen
alerting you that an update to the software is available (assuming you have Internet connection for this
check to occur):

A A zoftware update iz available. You can download from the webszite

at www_ezcharbwnter.com or use the Auto Update button. i
Details

This utility checks the Internet site for any updates to the software. If a newer version is found it is
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automatically downloaded and installed. You should run this utility every few months or when notified by
ezScriptWriter Support Team of a new release.

Data Management

The Data Management menu allows for creating queries of the database (to find all patients with certain
attributes) and to encrypt/compress reports.

Brata Management

“,"}J Query/Statistics

:-521 Encrypt Reports

Query/Statistics
Encrypt/Compress Reports

Query/Statistics

The QueryBuilder tool allows for mining of the database for specific search criteria. For example, to find
all patients with a diagnosis code of "367.1", the steps below should be followed:

click the Encounter List option (since diagnosis codes are associated with Encounters, not Patients)
in the Field Name dropdown, select the DIAG1 field

choose "is" as the operator (e.g. an exact match, so that ONLY the diagnosis is found).

enter "367.1" in the search criteria field. This is what we are searching for in the database.

~— — ~— ~—

1
2
3
4

—~ o~~~

NOTE: To perform a complete search, you should repeat these steps for the other diagnosis fields
DIAG2-DIAGA4.
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Enter Quen Criteria:

__ Field Marme O peratar ) Critera &pdAOr
DI&GT v iz v 3671 Bnd | v

And

And

And

And

And

Aind

And

And

Select Databaseta Search: " Patient List * Encounter List I?ij Aun Query

Thiz zirple tool llows pou te buld & valid databasze queny so that vou can get an accurate counl of the
nccurances of selected crteria. Foresample, vou can queny the mumber of patignts with a diagnosis code
[D1AGT ) of 3671 [myapia).

The Query Results screen will display. When working with encounters, the name can be double-clicked
to open the Encounter.

Querny Results {double-click to open sncounter)

H | LastMame First Name Encounter [ate 2
1 Douglss  Dania 0g/18/2008
2 Mazsuk ELT 08A15/2008
3 Manouk Chad 08/15,/2003
4 Mahouk Miria 08/15/2003
5. Magsuk olene 08/15/2008
B Charles Lea 08/15/2008
7 Manouk Drew 08/15/2005
& Charles Lucille 0g/A15/2008
9. Henmy Ewvett 08A16/2003
10, Arasogak  David 08/16/2008
11 Charles Arlene 08A16/2008
12 Mariouk Gam 08/15/2008
13 Dewsy A aridail 08/ 6/2008
14 Dewsy ulozhya 08/ 6/2005
15, Dewey Weanas 08/ 6/2008
16, Adams ‘Dong 081 6,/2008 s
Count; 1552
[ 9/1 ‘ ‘ x Cloze

Operator Choices:
"Is" - exact match
"Is Not" - does not match
"Contains" - the field contains the criteria
"Starts With" - the field begins with the criteria
"Ends With" - the field ends with the criteria
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Encrypt/Compress Reports

To consene space and/or to fully protect your database from prying eyes you can run the Encrypt/
Compress Reports utility. It converts the text-based report to a encrypted format that saves space and
cannot be decoded outside the software itself.

o)

WARNING: If you notice your ezReports.dez database growing close to the 1GB size you should run

this utility.

Miscellaneous Functions

The Miscellaneous Functions menu allows you to open the Report Designer and Rolodex Utility.

hizceflaneous Funchons

.“|

[

¥

Report Designer

Rolodex Utility

W

Report Designer
Rolodex Utility

Report Designer

The Report Designer allows creation and editing of the various reports and Rx formats available in
ezScriptWriter. When the report template screen finishes loading, you will notice that the reports are
listed alphabetically by name and that each has a specific category name associated with the report.
You can easily switch between an alphabetized listing of report name or by category by clicking on the
heading bar.

Castomize Reports & Latiess |

4l
Manage Drawing Templates Iéq
Edit Encounter Templates

Customize SOAPwriter Editor

Dptons & Settings

To edit an existing report, click on the name and then click the Edit button (or, alternatively, just double-
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click the report name). To create a new report click the New button and a dialog will appear to guide you
through creating a new report:

B-Report Template Editor @
Choose the Report to Edit Sort by & Mame C Tupe
Report Description ] Trpe J -
Conzultation Request Form REFERRAL
Contact Lens FAQ HAMDPAT
Contact Lens Follow-p dgreement CLFORM m

Contact Lens Order Form CLFORM
Confact Be [l vesr]

Cortact B [1yr Ev) LR

Contact B (1o without FL CR#
Contact Fis [2 year] CRx
Contact B [2.vr Expl - Grid Farmat CR#
Contact B [2 o RGP CR# o

[ Reset to Defaull Repoit Template |

| Mew || Remove || Rename | l@H+ Edit H XEIDSE;

Step A: Select an appropriate category for the report. If the report does not easily fit one of the pre-
defined categories, use the Misc. Reports category.

Step B: Giwe the report a unique and descriptive name (for example, “Letter to Patient-Importance of
Diabetic Control”). You may also indicate whether this report will be based on a prior report format or
blank report. Even if you choose a blank report, you can easily copy and paste data from your favorite
word processing program.
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B Create A New Report - Wizard

Select Report Category:
v 'J -3 R
‘5!!{1 '! ’ L?iE Fnrms

B+ Conespondence
G+ Exam Reparts

G+C3 Handouts/Info Sheets
-3 Mizc Reports

Repart Body Tupe:

) Bazed an previous report

_ '.1 Give the new report a deschnptive title:
Ste B

% Blank report

‘QJH ;. Select

‘ x Cancel

When the report, whether new or editing an existing report, opens, you will be in the Report Designer
mode. The Designer looks and acts just like the regular report viewer with just a few important
differences. The first difference is that the data you are working on is a Template from which your other

reports are built. As such, the Template needs to be told what data to display.
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B Create A New Report - Wizard

Select Report Category:
topy,
- ’ =+ R ot S
. -[E] Contact Lens Rx. a. Inadd
B Medoation s [§
B3 Forms
[++-(3 Cotrespondencs :
[+ Exam Reports In=
(-3 Handouts/Info Sheets Fations cun
-3 Mizc Feports
) : oy h drug-aller
_ '.1 Give the new report a descriptive title:
Ste
= |Eu:untau:t Lenz Rx [2 vear expration] BT
Feport Body Type: jﬂlEE FlEthi_r
. | EeQenerail
(® Bazed an previous report ) Blank repart -
Canlsot .'~. 1 jizat) :.l tory:
| Congultation Request Fom ~ e
Contact Lens FAL 3
Contact Lens Follow-Up dareement ﬂ
Contact Lenz Order Form
Contact Ba 1 veat] Mg ]
Contact Bx (1o By '
Contact R [Tyr without FL) ;
Contact Bx [2year) W,

There are three types of data you can insert into your template:

Static Text

This is text that does not change and will be included in every report of that type. Examples include
headings and labels such as “Date of Exam:” and “Report of Findings:”. You create static text by simply
typing text in the Designer just like a work processor.

Dynamic Text (aka Fields)

These are special codes embedded in your report document that tells ezScriptWriter to insert text

appropriate to, for example, a particular patient or provider, each Field has a specific format and looks
like this:

Dear [[Name Title]][[Last Name]]:

The word “Dear” and the semi-colon “” are static text. Howewer, the double-bracketed fields indicate
placeholders for data to be inserted, in this case the patients salutation (for example, Mr. or Mrs.) and
last name. Using the list of pre-defined Fields, it is possible to generate grammatically correct and fully
personalized letters, handouts and miscellaneous reports. Using even more specialized Fields such as
[[MedRx]] you can create Rx’s for your patients. Many sample templates for various reports, Rx’s and
letters have been created for you. Simply copy the old report to the new and edit the text and Fields as
needed.
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[Today Datefl

[[RolodexNameal]
[[RolodexClhnic]]
[[RolodexAddress])
[[RolodexCityStatedip]]

RE [[LastFirstMI]]
DOE [[DOB]

Cear Dr. [[RolodexMame]]

[[DrNameFull]]
[[PracticeName]]

[[FracticeFulladdress]]
Tal [[PracticsTel]] Fax [[ProcticeFax]]

| recenily saw [[FirstName]], a [[Agel] vear ofd [[Gender]], for a comprehensive eye examination
As you know, [[heishel] has a history of NIDEM. [[He/She]] states thal [[hefshel] is currently taking
the following medications. [[Medications Taken])

On [[rismher]] visit today, [[he/she]] had best corrected acuities of 20020 in each eye  Pupils, ocular
malilities and antenor segment were normal  No ins rubeosis was noted  The dilated examination
revealed a normal fundus in both eyes No neovasulanzation at the disc or elsewhere was noted
Mo other refinal vascular abnommalities were evident

Inserting Fields can be done using the dropdown list at the top of the Report Designer. A full list of

available fields are listed below.

:Eéﬂlnsert Fiﬂld]

DESCRIPTION /| [CODE___ |
Date - Today's date [[Today Diate] =
[rate- Today's date +1 year [[Today Crate+

Date- Todav's date: + 2 years [[Today Crate+
D ate - Lazt exam [[Lazt Exam]]
Diate:- Last exam + 1 wear [[Lazt Exarm+]
Date - Lazt exam + & vears [[Last Esam+
Date - REWUEST date from user [[Request Diat
Fatienl - Name [Full, First Last) [[FirstLaztM am
Fatienl - Hame [Full, Lait First) [[LastFirzth[1]
Patiett - Hame [First only] [[FirstM ama]]
Patient - Name [Last only) [[LaztMame]]

Patient - S alutation

Images

In addition addition to static text and FIELDS, you may also insert static images in your documents.

These may be logos or signature blocks or any other image you desire.

@

[NameTitle]] L
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WARNING: Images consume lots of disc space and if you embed a large image in a report, then each
and every report you save will have a copy of that image saved to the database. It is recommended that
you limit embedded images to small (under 10K) size. Examples would be a signature block. Typically,
images that are embedded should be in “.jpg” or similar format, since they are highly compressed.

To modify the properties of an image, right-click the image to pull up the Image Attributes dialog:

Image Attributes

Leyout and Postion ] Size and Digtance | Saving Optioris |

YWrapping Style
O O O

In Lire-with Test Topand Bottom Sguare
Posttian Style
Horzental Alignment:
= s € Cepbte il = (itherf
Absoluts Postion: ] 3 ineh  tathe left of parsgraph
Vertical Aignment;
Ah=zplide Position! 1 a inch  below paragraph

QK I Canicel

When saving the image there are three ways of doing so:

© 2011 Iccomplish, Inc



96

ezScriptWriter User Manual

Image Attributes

Layout and Postion | Sizs and Distarics | Saving Options: |

Saving Style:
& Embed data in document

(™ Embed arginal file referenca

" Export Imiage and embed file mference

Filz mame and type:

File name:; ]

Save as type: ] _-:J

Saving Options;

Resalution: ]S-E 3 dpi
Compression Giaaiity: :-_—_-j A

8] I Caricel

Embed data in document

This is the simplest way, but can quickly fill up your report database. Only use very small, low resolution
images with this method. To convert and resize your image, use a product like Snaglt (www.techsmith.
com) to reduce the resolution. If you embed too large an image you will receive a warning when
attempting to save.

Embed original file reference

This is the best way to incorporate larger image files; the image is save seperately from the document
and is displayed only when you open the document. The drawback is that the image must be stored in
the database folder on the network. So create a subfolder in the C:\ezHW _Data folder called "Embedded
Images" and then add your images to that folder (for instance signature stamps or practice logo). To
insert the image, click the menu item Insert->Image->Move with Text in the Report Designer:

ii==s @l Format Table Window Help
Text:
Headers/Footmomes  #

T

Ohiject 3

Page Break

When the Insert Image dialog shows, navigate to your network database folder. Click on the image you
wish to embed and click open. When you save the document, a link to this path to the image is saved.
When you create a report this same path is maintained.
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Insert Image

Look i ]!:';EzHW_Data _:_] ¢ £ E-
E. I Claims
[ TiDouments
W SjPhotos \
[ iCiPrior
an
My Documents
Ty Computer
My Netwark File name:; =
= | =]
Fles of typa: [\Windows Btmap{ EMP) ~| Cancel J

For more information on editing text and adding tables, see the Report Writer section of this manual.

3.5.4.1.1 Available Fields

This is a list of all Codes that can be inserted into Reports/Handouts/Rx's. Use the Report Designer to
insert codes (some may not be in the dropdown menu, but you can manually enter them into the

report).

| |:_ﬂ [ Insert Fiﬂld]

DESCRIPTION

Date - Today's date

L CODE

[T oday Date] =1

Crate - Today's date +-1 year

[Today Date+

Date - Today's date + 2 vears

[[Taday Drate+

Date - Lazt exam

[[Last Exam]]

Date - Last exam + 1 wear

[[Last Exam+1

Date - Lazt exam + 2 yaars

[[Lazt Ewnam+

Date - REWUEST date from uzer

[[Requeszt Dat

Fatienl - Hame [Full, First Last)

[[FirstLaztM am

Patienl - Hame [Full, Last First)

[[LastFirsthI]]

Patient - [ame [First]

[[FirstM arme]]

Fatient - Hame [Initial]

[[Iritial]]

Patiert - Mame [Last]

[[Lasthame]] ]

[[Rx Date]]
[[Rx Date+1]]
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[[Rx Date+2]]
[[Today Date]]
[[Today Date+1
[[Today Date+2]]
[[Last Exam]]
[[Last Exam+1
[[Last Exam+2]]
[[Enc Date]]
[[Enc Date+1]]
[[Enc Date+2]]

[[Request Date]] Prompts user to enter a Date
[[Consult Reason]] Prompts to enter a Consult Reason
[[RolodexName]] Prompts to select from the Rolodex

[[RolodexNameDegree]]
[[RolodexFirstName]]
[[RolodexLastName]]
[[RolodexInitial]]
[[RolodexSpecialty]]
[[RolodexDegree]]
[[RolodexClinic]]
[[RolodexAddress]]
[[RolodexCityStateZip]]
[[RolodexTel]]
[[RolodexFax]]
[[RolodexNotes]]
[[RolodexEmail]]
[[RolodexUPIN]]
[[RolodexNPI]
[[RolodexFullAddress]]

PATIENT INFORMATION
[[FirstLastName]]
[[LastFirstMI]]
[[FirstName]]
[[Initial]]
[[LastName]]
[[NameTitle]]
[[Suffix]]

[[Agel]

([DOB]]

[[Home Tel]]
([Day Tel]]
[[Email]]

[[Primary Ins]]
[[UCPrimary Ins]]
[[Primary InsID]]
[[Guarantor]]
[[Primary InsGrp]]
[[Primary Auth#]]
[[GuarantorDOB]]
[[GuarantorGender]]
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[[Secondary Ins]]
[[UCSecondary Ins]]
[[Secondary InsID]]
[[Secondary InsGrp]]
[[Secondary Auth#]]
[[SecondarySubscriber]]
[[SecondaryDOB]]
[[SecondaryGender]]

[[Nickname]]
[[Employer]]
[[Occupation]]
[[Chart#]]
[[UCFirstLastName]] UC means Uppercase
[[UCLastFirstMI
[[UCFirstName]]
[[UCLastName]]
[[UCNameTitle]]
[[UCSuffix]]
[[UCPrimary Ins]]
[[R1] Patient.Race
[[Gl]
[[UCgender]]
[[Gender]]
[[He/Shell
[[he/she
[[His/Her]]
[[his/her]]
[[Him/Her]]
[[him/her]]

[[PatFullAddress]] Multi-line address
[[PatAddress1]]

[[PatAddressZ2]]

[[PatCity]]

[[PatState]]

[[PatPostalCode]]

[[CustomName#1]]
[[CustomValue#1]]
[[CustomName#2]]
[[CustomValue#2]]
[[CustomName#3]]
[[CustomValue#3]]
[[CustomName#4]]
[[CustomValue#4]]
[[CustomName#5]]
[[CustomValue#5]]
[[CustomName#6]]
[[CustomValue#6]]
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PROVIDER/PRACTICE INFO
[[DrNameFull]]
[[PracticeName]]
[[ProviderFirst]]
[[ProviderLast]]
[[ProviderMI]]
[[UCDrNameFull]]
[[UCPracticeName]]
[[UCProviderFirst]]
[[UCProviderLast]]
[[UCProviderMI]]
[[PracticeTel]]
[[PracticeFax]]
[[PracticeEmail]]
[[PracticeWeb]]
[[PracticeAddress1]]
[[PracticeAddress2]]
[[PracticeCity]]
[[PracticeState]]
[[PracticeZIP]]
[[PracCityStateZip]][[PracticeFullAddress]]
[[GroupTIN]]
[[GroupMedicare]]
[[ProviderLic]]
[[ProviderDEA]]
[[ProviderDegree]]
[[ProwNPI]]
[[GroupTIN]]
[[GroupNPI]]
[[GroupMedicare]]
[[ProviderLic]]
[[ProviderDEA]]
[[ProwNPI]]
[[ProviderDegree]]

[[Final SRx]]
[[sphOD]]
[[cylOD]]
[[axOD]]
[[addOD]]
[[addOD]]
[[prismOD]]
[[prismOD]]
[[sphOS]]
[[cylOS]]
[[axOS]]
[[addOS]]
[[addOS]]
[[prismOS]]
[[prismOS]]
[[SRxNote]]
[[SRxRecommend]]
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[[Final SRx]]
[[SpecRx]]

[[CLBrandOD]]
[[CLBCOD]]
[[CLsphOD]]
[[CLcylOD]]
[[CLaxOD]]
[[CLDIAOD]]
[[CLparametersOD]]
[[CLBrandOS]]
[[CLBCOS]]
[[CLsphOS]]
[[CLcylOS]]
[[CLaxOS]]
[[CLDIAOS]]
[[CLparametersOS]]
[[CLinstructions]]
[[CLRx]]

[[Final CLRx]]

[[Med Rx]]

FOR USE BY THE SOFTWARE (DO NOT ADD/REMOVE)
[[SRxTool]]

[[CLRxTool]]

[[MedRxTool]]

3.5.4.2 Rolodex Utility

Allows managing of all your healthcare provider contacts (for example, consultants, PCP’s, specialists
and others). The Rolodex is automatically launched when reports include the Rolodex Field (for example,
when writing a letter to a patient’s PCP). You can add or modify existing entries simply by clicking the
action buttons at the bottom of the screen.

Consultants - Doctors/providers to whom you refer patients
PCP - Primary care providers

Specialists - specialty medical providers (e.g. neurologists)
Facility - nursing homes or skilled health care facilities
Other - others that do not readily fit in the above categories
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3.6

3.6.1

M Holodex
&:‘. “ - Rolodex of Consultants/Physicians/Service Facilities
At [consumam| pce | specianst | Facity | omer |
LastName I FirtManme [ I Clir: I F F -

Lhung Faul FEU 13 =

Faald Wil WD Morfeest Eye Sugeons

Dphthatmoi ANMC lacks Nalive Medeal Lasi Hame |

Padigs David oo ik | o
Thhe | | Deges | =]
Clric | =
Addeeze |
Aiddvets |
Gty | _J
Slale | =] @] =]
Tal |
Ean |
E el |
gl |
LN |
Specuaty | |
Motes ||

| MewEny Ft | el ||

i @ Print Cunrent |i . Print All | @”,}' Okay ” x'mm|

Recall Wizard

The Recall Wizard allows you to create and send recall notices to your patients. The tool is powerful
enough to create specific patient lists for exporting also.

| j Billing Module ||: Appt Scheduler

| « Fleu:all"v'-.-"izarr'l_ﬁr%l‘-:- 3 lmport/Export ‘
ATTE
| B'Special Fun|:tii:n"llk9-1#~_JEjl Frogram Settings

Creating a Recall List

Creating a Recall List is a three step process as shown on the Wizard:
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88 Recall f# Marketing Wizard

" Recall & Marketing Wizard
_,f ¥
Les the Recall & Marketing Wizard to create your next mailing or export your patient address

for third-party direct mail campaian. Click 'Next' to continue:

STEP1

Choose the patients for recall ar marketing.

STEP 2
Review the st of patients.

STEF 3
Select the method(s) to contact the patients.

X

Step 1 - Choose Patients for Inclusion

To begin the Recall process you need to select the Date Range:

Exam Date - selection is by the last exam date on file

Recall Date - selection is by the Recall Date you set (either when finalizing an encounter or on
the HIPAA tab of the patient demographics screen)

Acquisition Date - selection is based on when the patient was originally acquired by the
practice (date the patient was first entered in the system)

Select the date range that would encompass all the patients you are attempting to Recall. For example,
you can select a one month period for the current month using the Recall Date option.
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8Y. Recall & Marketing Wizard

#

Select Diate Range |

STEP 1

(™ Exam Date Range |3/1/2m0 = Te|3/31/2000 ~]
elect the date & Recall Date Rangs [3/172011 = To[3/3172011 =]
Xege aruien gher ¢ Oiiginaldoquie Date Range | 37172001 | 10 [373172011 =]

patients to contact.

Patient Selection Crteria

W Patient Age 11 Ta Eﬂ [v Provider |f-\*|-|-

¥ Patient Gender " Male " Female & Bath [ E miplogel |,.f.-.,|_|_

=
=
W Primary [nsurance _|-""'-|—|- L1 W Solrce |'$'LL L{
W City }ﬁ-‘«EL_ fﬂ [v Occupation |-‘3'-|-|- j
[v ZipCode i_IZIEIEIEI‘I To {99939 v tdarital status |f-"-|-|- l{

The patient selection criteria allow you to further refine your Recall List by specifying certain required
attributes (for example, all female patients over the age of 40). This can be useful for marketing outside
the standard recall system.

Step 2 - Review the List of Patients

After clicking the green next arrow, a list of patients found will be presented. This list can be further
refined and sorted.

Sart By Sart Order
® LastMame O Zipcode &) Azcendingdincreasing
O LastEram O PatientlD O Descending/decreasing

You have the option of excluding certain categories of patients (such as those marked "inactive" or "bad

address").
| advanced SearchiSort |
Wwiould pou fike to exclude inactive patients? @ Yes O Mo
Whould you like to exclude bad addresses? ®ves O MNa

To refine your list even further, click the "Advanced Search/Sort" button. This allows for removal of
duplicates from the list (for example, family members at the same address will be consolidated to one
mailing). A multi-level sort option is also available.
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H Advanced Sort &8 Exclusion Options

Make final adjustments to vour selected patisnt group.

& dditional Selection Criternia -

W Exclude "inactive" patients
Exclude patientz with "'Bad &ddress"
Conzolidate family groups bo single lizting

Remove duplicate addrezses [address + addrezs2 + city + state+ zipcode]

B I B

Femave duplicate emai

Remove duplicate home telephone

=1 A

Femave duplicate Primarylnauranoel D

Sart Order—

Sort By LagtMams {* Azcending Descending

Then By | FirstMame
Then By |Inikal

& fzcending. O Descending

Ll e

f* fzcending  Descending

‘¢ Okay H x Cloze

Step 3 - Select the Contact Method

The last step to creating a Recall is to select how you want the data presented (based on how it will be
used). This can be one of five methods:

Create Labels

Create Form Letters
Generate Email List
Generate Phone List

Export the Data

—— i
LL}? (I __’.F

| Form Letters P Espont Data
s

:"_ Email Listz H k _| Phone Lists

3.6.1.1 Create Labels

To create labels for a Recall mailing, click the Labels button. The Select Format dialog will display;
choose either sheet (laser or inkjet) or DYMO printer roll. You must have a DYMO printer installed for
this option to be available. Single or dual roll LabelWriter® printers are supported.
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Select Label Format

l i

13 i ' Select the label format vou wish to use.

YN Fol |

.

Cancel

Using the Sheet Option

If you select the Sheet option you will first need to specify the correct labels. Using the standard Avery®
label system numbers, you select the correct label number (e.g. for standard address use 5160 or
5161). You can click on a number to see the size and type. If you cannot find your label, use the New

Label button to create a new one.

£ Label List

Product Categories: [BsiieenieE el

5160 - Addiess

A167 - Address
5162 - Address
5163 - Shipping Jrot

S , (- Lisbel Informatise:
12:294 - Laser Tag A i

12-2585 - Lazer Tag = | Type Address:
12-296 - Laser Tag Hight: g1
12:297 - Laser Tag =
B0BE - File Folder Width: ol
50595 - Mame Badge : y

EO9E - Diskatte Mum. Aoross 3

5097 - Diskethe Mum: Down: 10

X

.

Ditails..

Mew Lakel..

Bl

PageSize:  Letter [B5 = 11in]

After you click OK, the Label Template dialog will show. A list of available templates (some pre-existing,
some that you may have created) is displayed. Click on the one you wish to use (typically this would be

the Avery 5160 label template to match the standard label) and click Load button.
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Load Label Template

Lakeel Templates:

Diezcription

avern S tandard Label 5760
Contact Address Label [&very B181)
Cottact Mame Badge [Aven 5095)

Losd | Cancel

m

The Label Layout Wizard will display with your select label layout displaying. You can alter the layout or
just click Preview/Print to create your labels.

= Teut Sotup for Avery Standard, 5160 (Address)
Templbtes e
L Label Layout Wizard

Label  Feorl = fiid, Soe 379

Fiedd Selacton:

Feld Mam= ]
{Addrans)

[Addies22)

[Cily)

[Fiaih amm]

[irtial)

{Lzathameal

{HameTitiez] o
£ »
Pre=s [EMTER) or Dioubie Chel Fisid

Mama bo Inseit

[Firsttlame] [Lastiams]
(Address] [Addressd]
[City]. [Statra] {Zip]

nl!‘l]ll'lg | carirealicin
St At Al | 1 = ol [T =+

Rapsat Eackibabet [T tmedel

Hujrkiei o Label:  B1

To bemn, select a Label Templale iom the menu o cojy the desied fielde hom the H P
ngtit yide onto the domonstraton abel pbec ol Pper .32

|'_._] View Templatos || vamn I o Puint || xﬂnlu

Add Fields
To add fields you double-click on the Field Selection list on the right side, then position them in the
proper location on the label template. Use the Edit->Font menu at the top to set the label font.

Create Template

To create your own custom template, create the label layout you desire. Then select Templates->Save
from the menu at the top. Choose a unique name that describes the label layout you created (typically
you would want to use the Avery label number to keep things simple).
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Flease enter a dezcriptive name for vour Label
Template.

NOTE Saved Label Templates also include
“fant mformation,

Save Label Template

Save ] Cancel ]

Using the DYMO LabelWriter® Option

The DYMO label printer makes printing labels very easy. Select the printer from the list (or the closest
match). Be sure to do a test print to verify the positioning of your address fields. Then choose the correct

roll (on dual systems) to begin the print job.
B DYMO Labels

DYMO Label Print

~tiddress Fields -

{Firsth ame} {LastMame}
{address) faddress2)
{Cituk, £State) Zin)

TwinTwbao Printing

Select Pnnker

]

Bar Code Location
o Mope
" Above dddress

" Below dddress

DYMO Labelwiiter Twin Turho

Test Print Prirt o Left Bl Frint o Right: Ball |
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3.6.1.2 Create Form Letters

There are two views in the Form Letters section: Template view and Merged Document view.

Template View

This view allows you to edit the letter template (including a mix of data fields and regular text). To add
text formatting (bold, fonts, etc) then create the document in MS Word or Wordpad first, then copy/paste
into the template. Click Template->Save in the top menu to save your work.

Mew

Save. ..
Load...

Ima K. Dokror, O.0D. P.C.

Maiy STREET CFTOMETRIC ASSOCIATES
1000 1477 5T NW. Summe 162
SEATTLE. WA BBOOT
TE 425} 55550800 Fax{428) 5555507

02/20/2010

{Fiesthiame} (Lasttiame]
{Addresc} [Addrae<a)
(Clty), {State) {Zip]
Dear [FrstNamel}:

It lstime for @ naw eye exam. Our records indicate your last exam was on {LastExam}. Fiease call our
office today to schedule an appointment.

Sinceraly,

Ima K Doktor, GO

NN Ay Ny A e d

el i, -_" B apmiarm _“""“"’"’-“ SRR oS ’-r-"'""

Merged Document

Click the Show Merged Document button to preview what an actual letter will look like.

Shaw Template: I Show Merged D_ncur(r_aﬁ_i Inzart Field I J _:J
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3.6.1.3

Use the arrows to navigate through the letters. Click the Print All button to printout the merged letters.

Show Merged Document Chick afmows lo navigate patients --> | |{| 4| 1afB1 [ | H] Fririt &l

Generate Email List

If you wish to generate a list of email addresses (for those patients that have one entered), use this
utility. Currently, you must export the list of email addresses to be used by a third-party email senvice.

B Export Patient List

L%j Options for Viewing/Exporting Email List

What format would you like the patent st to be generated in?

)

@ Universal CSV ‘ C @ Microsoft Excel

Giva your List g descriptive file name (or use the default suggested below). Do
not use hackslash ' in the name.

File Mame:  |Email_List Export 2071702057434

Would vou like add an entry with your emall address {useful to validate mass mailings)?

®Yes O Mo

Shiould column headings be induded In saved list?

®Ye: O Mo

WMP Moie Details |@HH Save

x Closze ‘

You can export to two formats:

Universal CSV Format - this is the standard comma-separated values. Lines in the
text file represent rows of a table, and commas in a line separate what are fields in the
tables row. The first record in a csv file usually contains column names in each of the
fields (make sure the "Should column headings be included" is checked as yes).

Microsoft Excel Format - output is in Excel 2000 format ("xIs" extension). This allows

easy opening by Excel or similar spreadsheet programs.

3.6.1.3.1 Using "Mail Chimp"

Mail Chimp (www.mailchimp.com) is a low-cost, high-feature email senice that can manage your email

campaigns. Currently, they allow up to 2000 names with no charge.
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To use Mail Chimp, you must first sign up for a free account. Then, once you are logged in, you can
create an email campaign. It's a three step process that the website will work you through.

Getting started with MailChimp is easy ...
1 Createalist E
2 Create a campaign E

3 View campaign reporis E

Step 1 - Create and Import your List

The very first thing you should do is setup a managed list. This is because you can't really create and
send an email campaign until you have a list to send it to.

create new list

create a new st

Step 2 - Setup a Campaign
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Now that you hawe a list to send an email to, let's create an email!

Dashboard

| reqular ol' campaign
plain-1ext campaian

| AJB split campalgn »

| RSS-driven campaign
| 4 messages sent 117610 12;18PM

Create campaign

Step 3 - Reports

We'll show you how many times you opened and clicked in the test campaign, how many bounces you
got, and more.

© 2011 Iccomplish, Inc



How Do I? 113

To download your reporis pes campagn 9o {0 Reporis > find the campaign whose mpors vod wani fo view = click on
the Eicel icon fo the mghl of your campaign Gitfa

y |
MAaliChiing, youl e o (fon LD b %

Campaign Perlormance Oveniew | R

WA i BN L Rarmad | el
M I BT R &

ot e S \
FOUFEAS
[ 1)
o

P un e

TSN S
) O e e S——

goumioad BoorHs

3.6.1.4 Generate Phone List

Phone lists can be either previewed as a list on the screen or exported as a file (for upload to an
automated phone blaster senice, such as Dial My Calls.

Select Phone List

rm Select the farmat of the Telephane Recall List you have created

Piint Preview | EwportList | [I7 Tangel

Preview List
The preview list can be used as a call list. It displays the patient's name, nickname, home and day

phone numbers, and the insurance plan (if any).

Export List
The export feature allows exporting of the list of names/phone numbers in either CSV or MS Excel

format.
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B Export Patient List

% Options for Viewing/Exporting Phone List

What format would you ke the patient lst to be generated n?

C] @ Universal CSV C

E Microsoft Excel

Give your List 3 descriptive file name (or use the defaul suggested below). Do
not use hackslash ' in the name.

File M ame;

Would you like add an entry for your phone number {useful to validate call blasts)?
®Ye: O Mo

Shiould column headings be induded In saved list?

@ ve: O Mo

ORIV Muebetits | |@)|| [ seve

X ciose ‘

3.6.1.4.1 Using "Dial My Calls"

DialMyCalls (www.dialmycalls.com) lets you send woice or text messages to an entire phone list in
seconds. No hardware or equipment to buy - you simply record and send your message out to 2 or
200,000 phone numbers within minutes.

DialMyCalls’com

you record it we send it

Setting Up A Call
Using the "Setup A Call" tab in the control panel, you can setup a call to a group of people in minutes.
Follow the three steps below.
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SQep 1t

Croate & new message to be
ey to your callers. Os, if you
ave used the system Defione
WO G2 Cheose from o of your

St 2

Create a kst of people yvou'd
e oo S your Gall ot o
Yol can sered calks o vour
existing call lstfs) or croate

Stiqy 3¢

Lasthy, wou simphy Seect a few
call options: for this call such as
s Caller 1D dispéay ifa. Then
choose o send the call sght now

reninushy Lsed recoecings: amai.rmr—:frcmlj'ﬂsstqa.

(o= T — o . o
—— — ——_ e - - T — o _ - _
e : = e e . ——
e == e I —
i : - g
: E . P it — - ————- P ——
==t == = =
— - - r - - — -
— e 2=z =]
- L -
R —— .
“. — — = == . e - = T

Manage Your Contacts
From your My Contacts tab, you can easily add, remove, and modify your call lists. Our call group
features make it easy to manage multiple calling lists from one account. lists from one account.

Add new comacts D your list
cuick B easy, You can add them
Inciidually or copy and paste

Iy & groug of phone numbers,
You may-akso Import contacts
e &n Excet or CSY e,

—
DOrganlze your contacts into cail
Oroups o keep Uem seperpted,
Make cafis o Individial gmups
oF &l woir Qrowgss wilth ease,

A2 My Cootices - 12 Corfotts | et e Covmcy - (o el a0 (L) frRen ALY (R CTmane

ﬂﬂﬂ I8 1 i3 (G 8 0 O A A I D A I T 3 i D 3 3

Lt i v L tharres Ll hanwws Duints ks
i8] ;s "
i - son
D Tps SN | AN S pnmyeEis o .H “
il Dl Jhny lighiiasaghdiimpr iy coir '.' u
[ ok Ennmy bansSsskateiprsiin £eam " u
i L T Qieg tHineiendie dirr it oen
] Joemsan Likw
!:| J0raE oy
] h Hhim i1 T RB @ tmirsann com
r'| Lgttheas P AL g
r'| Sl Caspandry s BLL b ba kg
il | Benim Janai BT SSEATE

Ayl QHISCIGS B 3 Guf BUE Diziply Esiecing

figcendy per Fage |80 |m

Manage Your Recordings

Recordings are messages or greetings that you create that are played for your call recipients. You can
add, modify or delete all your recordings at any time. There are 3 different options for creating
recordings:

* Record Over Your Phone
Put in a phone number and our automated system will call you and let you
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record your message right over the phone! You can preview and re-record until
you're satisfied with your greeting. This is by far our most popular method.

e Upload A MP3 or WAV File
This method is usually the choice of larger companies or people that hawe
professionally recorded messages. Using the web interface, you can upload
any MP3 or WAV audio file and use it for the message to be played to your call
recipients.

¢ Use the Text-to-Speech Tool
The Text-to-Speech engine is a wice synthesis tool that will allow you to type a
message and hawe it converted to a digitized male or female wice. This is a
great solution when you don't have time to record a message but need to send
a call out quickly.

— 1 ) Lisgresd i thes Dl By £l Ceanbaisl Pl
D!aimy a“s'com Ascom; Damcndiafion Sioderd flepoad

v (. b 0

Create as many greetings as you
wanl and kesp them i your
socount. for Bt s,

Listen to your recording, et i,
ar clelete it fram your Sacoult.

Vosta Geemiary

SHmE T T EST Camping Topik Femaiv Saued File

Sl f0R P A5 P EST Febiy Mhalaeg Fiminitizes Famuip Frnse Apoiiding

1003 2226 MU ESNY Vs Bacrisior Pabi (smmder Mg Tod &5 Sperch

BPVER Temm BDw It | Ahe have 3 sany ways to ceate
S4FTAME T 45 PULEST Temade dranning Wees| NEWY Orectings:  Over the phone,
upoading a WAV fle, or using 8
Tizt-2-Speech 1ool.  Read abose
fowr ck=taills on o they Wik,

F
Ve Gansber: Fruimain =] /
Gresting Type =

o
>
L]
LF]
@

Flaass Salact #

A3 Racorang

Detailed Call Reports

After your calls have been sent out, you can receive complete breakdowns of your call status. You'll be
able to see which calls were picked up, which ones went to voicemail and if there were any numbers
with problems, such as invalid or disconnected phone numbers. You can even download your call reports
into a spreadsheet.
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3.6.1.5 Export Data

The Export Data function is a generic method to get your recall data out of the software into a standard
file format (either universal CSV or MS Excel). Typically this method is used to create mailing lists that
you send to third-parties such as Click2Mail (an approved USPS partner).
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B Export Patient List

%ﬁy Save and/or Export Recall List

WWhat format would you like the patient list to be genermted In?

=

C) @ Universal CSV &) E Microsoft Excel

Give your List 3 descriptive file name (or use the defaul suggested below). Do
not use hackslash ' in the name.

File M ame;
Would vou like add an entry with your office address (useful to validate third-party

mailings}7#
s) ®Ye: O Mo

Shiould column headings be induded In saved list?

@ ve: O Mo

x Close ‘

ClickAMail uoeoewi: | |@)|| [ seve

To open the file in Microsoft Excel, double-click the file (in the folder you saved it in) and it will display (if

you have Excel installed).

3.6.1.5.1 Using "Click2Mail"

Click2Mail's (www.click2mail.com) "Easy Letter Sender" has simple fill-in forms making it easy, quick,
and affordable to send a letter (with or without images) or a picture postcard. So easy, you can jump

right in and start your mail piece in minutes. Other more advanced letter types are also available.

‘ Postcards | =_ Letters & Flyers = | Booklets
Catalogs; brochures...

j Sure to be sean... Simple and affordable...

=7 Priority Mail Plus = Certified Mail =+ Reply Mail
For an offical record,. .. 'é& For a response...

Same day mailing...

All you need is a few basic pieces of information
1. Return address: This is the name and address to which you want the mailpiece returned if it is

undeliverable.
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2. One or more recipient addresses: Enter one or more names and addresses or choose "Import
addresses" to upload a list saved as a CSV file. A list template for use with Microsoft Office Excel is
available here and when you choose "Import addresses" on the Recipient address fill-in screen.

Start your letter Start your postcard

Using the default font and size, page one of your letter holds 23 lines of text, or roughly 350 words, while
subsequent pages hold 37 lines. Using the text editor, you can choose other fonts and sizes to produce
different results. You regulate the number of pages you create by the amount of text you include in the
text box. If you add more text than will fit on a page, the next page is automatically generated (10 page
maximum). You will see how the pages are divided when you click "Preview".

Fill in your information

3.7 Importing/Exporting Patient Data

Using the Import/Export wizard you can easily import patients from your existing Practice Management
or EHR software. Alternatively, you can export patient demographics or reports/Rx’s to text/PDF format.

| ¥ Biling Module || : ,&pptSchEdU'Ef|
|
]

||_il Recall\wWizard || o Import/Export, o

‘,_3 Special Funchions || .-.-"' Program Settin

Importing Data
Exporting Data
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Importing Data

3K >k >k K 5K 5K >k 3k 3K 5K K >k K 5K 5K >k K 5k 5K K >k K 5K 5K >k K 5K 5K K >k Kk 5k 5K >k K 5k 5K >k k3K 5K >k >k K 5K 5K >k K 5K 5K K K K 5K K kK kK >k K Xk
K Xk %k >k Xk

WARNING: When you import data into ezScriptWriter, please review the
column matches closely. If the data does not appear to match, then DO
NOT IMPORT until you have found the matching fields (or marked them

"unmatched"). Once you import patient data, there is no undo function!
3K 3K 3k 3K 3K 3K 3K 3K 3K 3K 3K 5K 5K 3K 3K K kK 3K 3K 5K 3K 5K 3K 3k 3K kK 3k 3k 5k 5k 5k 3K 3k 3% kK >k 3k 5k 5k 3k 3K 3% % kK >k 3k 3k >k 3 3k % % %k %k Xk Xk >k Xk %k %k

K Xk %k >k >k

& Data Fxchange m

% ezDataExchange Wizard

Select actior:
7 |mpart Patient Demographics [test file)
™ |Impart Officetate Diatabaze [demographics anly)
7 Ewport Patient Demographics (Excel or Test Format)
(" Export Feports/Rx's to POF or Microsoft ‘Word farmat

‘@H HP)) Hext H xtancel

There are two options for Importing Data:

fe' Import Patient Demographics [test file]

" Impart Officebd ate D atabaze [demographics anly)

(1) Importing from a text (csv, comma separated values) file. This option works with files that you create
by exporting to text format from your current software.
(2) Importing directly from an OfficeMate database. This pulls the patient demographics only.

Using the Import Wizard

The Import Wizard helps you quickly and easily populate your new database with existing patients. It is,
however, a basic tool. It will import patient demographic information (such as name, address, telephone,
DOB, insurance info and other identifiers). The wizard requires the data to be in a standard text format
such as CSV (comma-separated values) or tab-deliminated.

The current version of the Import Wizard will not allow you to import EMR or billing information. This
type of data is too complex for the Wizard (smart as it may be). If you wish to populate your new
database with more detailed information from your current practice management and/or EMR system,
please contact Tech Support at support@ezscriptwriter.com for details and pricing on database
conwversion senvices.
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If you get errors, or have other problems importing your patient data, it may be necessary for us to
manually convert your data for you. There will be no charge if we can use your current text-based import
file and we are importing only the data that the Wizard would normally handle. Additional fees will apply
if your current software cannot generate an Export file or if you need addition and/or custom data
imported.

OfficeMate Database Import
Use this utility to import the patients from the OfficeMate database directly into ezScriptWriter. Only the
patient demographics will be imported.

2 Import OfficeMate Database

%% OfficeMate File: |C:\Program Files\OfficeMate \omate,md ____J

Import OfficeMate Records I

Idle...

Exit

3.7.2 Exporting Data

There are two options for exporting data:

i Ewpart Patient Demagraphics (Excel ar Test Format)
" Export Reports/Fa's to FOF or Microgaft \Word format

(1) Export to a text or Excel File. This option allows you to export all patients or just a selected patient.
You can also export by Last Exam date. The data exported is basic demographics (name, address,
birthdate, etc), although if you use the Advanced button you can select more fields to export (not
encounters or reports however).
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H Export Details

i:‘l Export Options

Thiz wersion of the Export Wizard ohly esports basic patient dermographic information,

— Export File Detailz

Formiat, @ Comma Seperated File fesy]l O Tab-deliminated Tegt

File Path: ]D'\Ducuments and Settings D avidhMy Documertsh _J

rAdditional Selection Criteria-
¥ Export&LL patients in databasze

1 Exporta Selected Patient

[Eli-::k to Select Fatient..._]

I Expoit by "Last Exam" Date -

Start Date: 34542010 = EndDate: |3.-’5.-’2_EI'I1 vl

Espart Progress:

l _;q'«, Advanced Details

‘ l—_i} Hext H xtancel

(2) Export reports/Rx's to PDF or MS Word (text editable). This can be useful for printing all the
documents in a patient's chart (except for the Encounter itself, which are printed from within the
encounter).

© 2011 Iccomplish, Inc



How Do 1? 123

H Export Report Options

t‘ Report Export Options

Alloiws exporting of Reporte/Rx's to Microsoft Ward format

—MName of Folder to Export Docunents

|E: SDocuments-and SetingziDavidiby Documents o |

& dditional Selection Crtena -

= Export reports for a Selected Patient

| Click to Select Patient .. |

= Export reports by Patient T Range

E;tarl'ng FatiettlD: 14 Ending Patientll: [g9gg9g

 Select Format to Export Reports

' PDF [Adobe Portable Document] ¢ RTF [Richtext - M5 YWord Editable)

Espart Progress:

‘ l'_:}' Hext H xtancel

3.8 Program Settings

The Program Settings button allows for customization of ezScriptWriter.

P 1 Billing Module ||'::_ Appt Scheduler

-

g Recall ‘\wizard || '_'} [rmport/E =pott |

i

a" 5pecial Funcharis

'—,?l- Frograrm Sattings

"

General Settings
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General Settings

Diate Format 1o display in Encounters

]mmf’dd,."ww LJ Date Preview: 03052011

Diate Format to display on Reports

[ Meydg ey ~| Date praview; 0305/2011

W Auto-select provider for reports/Ry's as currently logged user
| Auto-zelect HIPAA notification for each new patient
Diefault repart to use for Record Releass;

|F'.E|:|:|r|:| Release Reguest Ll

[ Manage CPT Codes ” Manage ICD-9/10 Codes l

Date Format for Encounters

Allows customization of the way a date is displayed throughout the software (for example, mm/dd/
yyyy format). You may use one of the three predefined formats or create your own.

Date Format for Rx/Reports

Allows customization of the way a date is printed on reports (for example, mm/dd/yyyy format). You
may use one of the three predefined formats or create your own.

Auto-select provider for reports/Rx's as currently logged user

Determines whether the current user is selected as the provider for certain reports/Rx's.

Auto-select HIPAA notification for each new patient

Automatically create a HIPAA notification entry for any new patients. This indicates the patient was
provided a copy of the clinic’s privacy protection practices.

Default Report for a Record Release

Select the default report for use when the user clicks the Print Record Release Form on the Patient
Demographics window (under the HIPAA tab). Default setting is the report “Record Release
Request”.

Manage CPT Codes

All the codes you need to bill for senices and products can be entered in the Products & Senice
Codes screen. Some standard codes are pre-populated, but you will need to edit the Fee and Tax
fields to reflect your practice fee schedule.

Manage ICD-9/10 Diagnosis Codes

You can add, delete, or edit the Diagnosis Codes (ICD-9 or ICD-10) using this utility. These codes
are used on the FeeSlip in the diagnosis column and in the Assessment/Plan section of an
Encounter.

User Details
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Liser Details -

First Name VL Last Mame Degres/Suffix
{Ima [&  |Doktor |oD ~
Tite/Position O Type 10 Mumber

| Otheriy v

State Lics OtherDz v |

pB4844 OtheriD3 v |

DEAZ

j —Security Settings -

P Userizme: |idoktor Chanoe Password
1 Security Setting: Lewel 100 Type: Provider
MPT

l1723345344 W Setme a5 the default user for this computer

This screen allows the user to modify their own information, including license and insurance ID numbers.
Certain items (such as security level and user type) can only be modified in the Admin settings.
User Name/Password

You can change the username here as well as the password (if the current password is known;
otherwise the Admin account must be used to reset it)

Security Setting

The user security level is visible (but only modifiable by the System Administrator). The user can,
however, change their username or password on this screen.

Set me as the Default user

On each computer (network or solo), the default username displayed at startup ( on the LOGIN
screen) is determined by this setting. The user who primarily uses this computer should check this
box.

Folder Paths

—Folder Paths

~ | 7 SetDefault Folders:
..---""'I
Default folder to save oreated POF copies:
|E:RezHW_Data'\Du:uc_ument3'\
Diefsult folder to store Patient Photos:

|C:hezHw_DiatahPhaotos)
Default folder to store Attachments/Scanned Docs:

Diefault folder to store Databaze Backups:
]EZ"'.EZH'W'_B ackuph

[

o

[l

o

Set default locations for the following folders:
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Path to PDF documents

When saving a PDF version of a report or Rx, this is the default location when asked to sawe file.
Typically this would be your "My Documents" folder.

Path to Patient Photos

If you are capturing patient photos to include in the Patient Demographics window, this is the default
location to store them. Typically this should be "C:\ezHW _Data\Photos".

Path to Database Backups

The default location where ezBackup stores backup images of your database.

Custom Lists

Custom List Setiings -

Select List to Edik |I:|:|nta|:t Lens Calor Chojces LJ

List Ttem | Additioral Dats

Blue
Brown
Green
Grey

Add NEW] Edit | Dele: ]

Throughout ezScriptWriter, there are various lists and choices that can be customized. You may edit or
add to these lists by performing one of the following:

e Selecting list to edit in the dropdown box at the top.
¢ Clicking on the item to edit, or alternatively, selecting the NEW button to add an item to the list.

Report Settings
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—Report Sethngs
Set Default Margins and Fage Setup for;

Reportsflatters | Prescripfions Encounter Repori=

rSelect Default Reports to Use for Rx Viewing/Printng

Default Report to Use Default Report Title
Blank Rx: ||'“'|EI:|.iI:E|ﬁDI'I Rk ‘:J ]
Med Ry [Medication Rx ﬂ ]Med Rx

Spec Ry [SRX (2 year expiration) - Grid Farmat .II ]Spe-_"'r.ade Rx
CL Ry |Contact Ry {2 yr Exp) - Grid Format Ll ]CIRx

[T When dosing reports, Aute Save instead of prompting to save.

Default Margins

The margin to use for reports, letters, Rx's and encounter printouts (if not set in the Report
Designer) or otherwise not specified. This setting applies globally to all reports that do not allow you
to set individual margins (e.g. when printing notes).

Default Report to Use

Allows the default report for each Rx type to be selected, as well as setting a default title. The four
main Rx categories are: Blank Rx, Medication Rx, Spectacle Rx and Contact Lens Rx.

Auto Save

In some cases, you can specify that the software save your report without being prompted first.

Tool Settings

—Tool Settings
- Diopter Step Selection —Muouse button for fine diopter movements;
& Default to 1/4th steps & | eft Buttan
(™ Default fo 1/8th steps " Right Button

W Automatically copy first CL brand to other eye [= i g
W Save &l new Rx's to LogBook v Cpen o "Examshest View”

Select Default Font to use for Rx Data (nserted text)  +— Default Rx Type (Wizard Tool)

Elank R J-ﬁ.rial ‘:J ] 11 :J & il
Medication Rax: ]Cl:luner Mew j ] it ﬂ ¥ Medicstion Rx
Spectade Rx;: | Arial ‘:J ] 1 | ': Spectacle Rx
| Contact Lens R ]Arlal lJ ] 11 LJ | L Contact Lens Rx

Allows customization of the Rx Tools in ezScriptWriter. The available options include the following:

Diopter steps

Applies to spectacle and contact lens Rx’s. Can be either the standard 1/4 steps or in 1/8th
steps (rounded to 2 digits howevwer).
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Mouse button

For fine adjustments on spectacle or contact Rx tools. Basically, this allows for the reversal
of the effect of clicking on the right or left button. The default for fine movements is the left
button (i.e. clicking with the left button increments or decrements the power by the default
diopter step amount; the right button “jumps” to the clicked location.

Automatically copy first CL brand to other eye

Auto copies the selected contact lens brand from right eye to left (default is true) in the
Contact Lens Tool.

Save all new Rx's to LogBook

Default is true; can be overridden when creating Rx with the Rx wizard.

Set default fonts

Set default fonts for the Rx data being inserted into reports. This can be modified if your
reports are exceeding a full page when Rx data is inserted.

Default Rx Wizard

No longer used; the Multi-Medication wizard allows you to select the tool you wish to use.

Insurance List

The Insurance List allows for custom entry of any insurance plan you accept. The information you enter
will appear on the claim exactly as you enter it.
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Manage Insirance Companies

_.ﬁ.ﬂ.ﬁF' Dateourd A -

Admanitrators Wesl Camgany Name - |

Adrenistiatorg Wesl/Oregon

fothult Leairirg Programe of AE. Ine Addie |

Advantica Eye Cae ity |

hikyanti & Freedom .
Balna Sialn Zpcode |
#ated Diecoun

AstnalllS Hesthcare Teleghone |

Faolma Mol )

AE Medicad - ACS FaxMumber |

Alazka Labomars HES Fund

AmesBen/IEC Gicop PayariD |

APLA Haalth Dept Insrgnes Moles

AAM. Lid Northeast

AVMA Groug Heakh and Lile inndanzs T
Barnes Heallh

Benenghi

Blus Cears of Wathington k Alasha
Hrerg SalectonsFegenes

Boeieg T raditianal

I:mpgrllur'. Trus

CBSA Paifoemax

Caipenl Masor & Plasbsrsss Tl

Cigns New | | ! |
Cigna Haalbheae

LoD s

3.9 PreTesting Module

[IN DEVELOPMENT]

The PreTesting module is in development. It will allow for entering of basic pretest information (e.g. visual
acuities, lensometry readings) before an actual encounter is opened/created.

3.10 Software Versions
During the Trial period you may download and try any of the various version of ezHealthWare software.

Once you hawe licensed the software, the database will only be associated with the software you have
purchased.
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$89.00 annual hcense

-

? € sz on tD EER B asic patient demoographic
management with appointments
and insurance clain billing.
$1253.00 annual licenss

€25 ;pt Whriter Ewverpthing in ezFrontD esk plus

A the ability to generate printed or

electronic Hx's

_ $183.00 annual license

b 5 Y C Huybrd of electionic patient
d canYourCLharts chartz with zcans of pour
O L B TR T Yo existing paper charts Inchudes

ability to print/electronic e
$193.00 annual license

ﬁ!—“:- " A fullfeatured EHR svstem

4 " = ndd o ! ;

= ¥ C nartWriter designed for optometrists and

w ophthalmologiztz. [Holudes
creation of printed or eRx's:

)
=
. - S
How the different « 8 B 9
= w = =
versions of the S5 2=
. = = f=
software compare: E T & =
2 a a =
w v wm O
P ™~ P e |
@ W @
Pationt Demographics < & « &
Patientlnsurance Billing & & &«
Appointment Scheduling ¥ «
Marketing/Recall Letters % « &% &
Aftach Documents & & « «
Print Letters/Handouts < « & «
Print Prescriptions/Rxs. # « & «
Logbook of Rx's Given #& & «
Scan Documentsto Chart & & & &
Full Electronic Medical Records #% #& #&% «
3.11 Misc Functions

Below are some of the miscellaneous functions you may need from time-to-time in the software.
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Database Switcher

If you are using more than one database (for example, you travel between two offices and prefer to have
separate databases or you work part-time doing nursing home \isits) then the ezDataBaseSwitcher will
allow you to change between databases with ease. The primary requirement is that the databases are
kept in separate folders (whether on different computers or just different folder names). For example, you
could have a laptop with two databases: one located at "C:\ezHW_Data_MainOffice" and the second at
"C:\ezHW_Data_SecondOffice." To utilize both databases setup two databases by clicking the Manage
Database List->New button sequence. Then by changing the database in the dropdown you can
alternate between the two.

WARNING: Be sure to close all ezScriptWriter modules on this computer, since any running modules

will crash if the database path is changed while running. Use the ezForceClose utility if necessary.
Otherwise, possible database damage could occur.

E ezDatabaseSwitcher

f_: ezDatabaseSwitcher

DATABASE SELECTION UTILUTY

Use the Database Switcher I you hove muttiple datoboses (for instonce, several proctices you wark aof that each hove a seperate
database). Each ezHealthWare dotabase is valid for a single clinic location, but If you travel between sites you can easily switch
between clinic dotoboses using this umility.

Currerit D atabaze: ITesting -Local Drive Database LJ [ Manage Database List J

Phivsical Path to D atabaze: ||:3'\EPJ‘|W_DB.E!"~E7BB-EIEZ |

MOTE: Be sure to close arp open ezHealthvw are applications befare
changing the databaze location. Othenwize, data may be lozt, ‘ =2 Set az Current Databasze

‘ x Cancel

Backup Status Bar
The last backup date is presented at the bottom left of the screen. If it has been a few days since the
last backup you will see it appear in red.

‘h.‘ Databaze Switcher
- 4

DATASASE o ectiW Dsta=cDS o=

Getting Help

| .1 | The quickest way to display the help is to press F1. If context-sensitive help is available it
= will be displayed automatically.

Most of the screens in ezScriptWriter have a Help button that displays relevant
information.
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Help Select the Help item in the menu bar for additional help options.

Tip of the Day

Displayed when the software first starts, you can disable the Tips by unchecking the "Show tips at
startup” box. You can re-enable at any time by using the Help->Tips menu.

Tip of the Day m

Did you know.__.. 1620

g
e Toenter a Balance Lens' for an Ry, zimply nght-click the:sph
buttan on the spectacle tool o pull up the menau choice:

I Show tips atstartup Previous Mest

Suggest Features

Use this utility (found under Help->Suggest a Feature in the top menu). Use the Upload button at the
bottom to send the suggestion directly to our server. We review these suggestions and incorporate them
into the software when feasible.
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® Make a Suggestion

N Have an idea? Make a suggestion to improve our soﬁwa,

b’ Pleaze upload yolr suggestion repart to-our webszite or print farm, fill out completely and F22 ar MaIL ta
“four help iz greatly appreciated|

Suggestion Form :
Mame/Clinic: Main Street Optical ;
:l

Your Name: Ima K Doktor, OD

When you submit your suggestion, it will be used to improve future versions of the
software applications. We may not be able to incorporate every potential idea (due
technical difficulty or poor fit with seftware goals). Howewver, iIn many cases, your
directly incorporated into the software. If you have found a feature that doesn't o
expected, it may be a bug. (Please report it using the Bug Report Form.)

We highly encourage you to submit reports regularly. If you really like 3 current fe

LR gAY oo SN G P it

Other Utilities

ezForceClose
Located in the Program Files (x86)\ezHealthWare\ezUtilities folder, the ezForceClose program will close
all ghost copies of the software running on this computer. .

Fle Edit View Faverites Toolsw Help Address :lf;"‘l CthezHealthWare iezlUtlites

@ Back ~ ) i? /. | search l'l_' Folders ~'r

Mame Size| Type
ﬁerﬁ:nmpact.exe 2KE  Application
B e 2Backup.exe 63K Appleation
E’*Ez_P'aﬂ'lutil.E}-:e ! 216 KB Application
EE&EUDSE-.E‘E& B 63 KE  Application
BElemhatabazeSwitchixgexe 350 KE Application

Other Places

() =HsslihWare

Note that if you have open work in ezScriptWriter you should sawe it first.
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E: ezForceClose

Force All Copies of ezHealthWare to Close

WARMIMG: This ity closes all nning copies of ezHaalthiw are zoftivare on THIS computer, This may be
required after a software crazh that leaves & ghost (hidden) copy of the zofbware running and connectad to
the databage, Llze thiz utility if directed by TechSupport or if you are unable 1o start any of the ezHealthware
rnodule after & crazh: ' ) '

‘Farze Cloze Software J

ezPathUtil

This utility allows the setting or clearing of folder paths for the various databases that ezHealthWare
software uses. These databases are required for program operation, so any changes made here may
cause the program to become inoperable on startup.

Fle Edit Vew Favorites Toolz Help Address Il_"'| CthezHealthWare iezlUtlites

Qok ~ ) - B D seach [ roiders | [T

—_— | Mame Size | Type
File and Folder Tasks = ﬁ’erﬁ:nmpact.exe 2KE  Application

| ‘_ﬁ'_}-ezﬂad:l.lp.exe 268K Application

Other Places 2 | Fterathitlexe (i 216KB  Application
' @Efﬂrceﬂns&.e’k 63 KE  Application

i) =HsslhWare BElezbatabazeSwitcher, exe 360KE  Application

If the program cannot find the database on startup, try using the Find buttons to locate them. If you are
re-installing the software and want a "Fresh Start" with a clean, new database use the Clear button to
reset the location to the database.

= ezPathUtility - Locates DB Paths E”E”E

Database Path Selector Utility

Thiz ulility llaiws the setting or cleanng of folder paths for the Yarious databases that ezHealthiw are sothwars
uzes, These databases are required for prodram operation, $o any changes made here may cauzs the
program to becorme inopetable on startup: IF the program gives database erors; by clearing the folder pathls).

Pathk ta Main D atabaze- S =
[CheaHW_DatahezDE dez @ Set | Olsar |

~ Path ta Tool Databasze - A N
1E:'xezHW_D atzh, ﬁ Sel Clear

Use the Find buttan to locate file

an your hard-drive or netwark Check Databass Path | Quit |
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If there is concern that a networked computer is not connecting, you should verify that the path is
correct. Use the Check Database Path to pull up a report of the connection status. It's a good idea to
printout this report for each computer on your network in case you ever need to re-enter the paths for
some reason.

DATABASE COMMECTIOM:
ezDB [GlobalSettianz]: PASS
ez0B [PatientList: PASS

221 oolD ata [Preferences). PASS

3.12 ePrescribe

You can open the recommended ePrescribing website from the Main Screen or from the Multiple Rx
Tool. A browser window will open (note that ePrescribing requires internet connection to function).

‘ H\_ Free ePrescnbing ” 4 Pnnt Preview ‘ | @‘ x Cloze
If you have an existing AllScripts account enter your UserlD and Password to login. If you don't have an
account yet, click the "Create an account" link to sign-up (it's free).

l__Jser D

Fassword

[ Remembar my LiseriD

e AT erTeETins = Click her=s to o=stzan socount -

=nleg 0T Glidk hers %

iseding outT Piesoibe | oatienz |h=go! Click harte o leam mone

Once you are logged in, you must create a new patient account in AllScripts so your prescription can be
sent to the Pharmacy:
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Pesment: Thist Pl Fusisstmat Gy, [HR Saherw £ Upwatd F e ot
AT s ElargaE I Patajo El
heiTes preolstsTmi
ALt an i Py i,i:l-
I | I
Hizal pranmpezg i} "I:’

¥l Dierlty Prpsrmess:

Fulming I . iy 1elttige

[P 1 [ 8 {Pbn tuinhan i frfih s
o i o a1 ik 49 Ty v 8|
-
|a [ | #rits Pt Dot X oo

Once the Patient Data screen appears, you will need to upload the patient to the AllScripts webpage. Do
this by clicking in the Phone field (to align the data sequence) and then clicking the Insert Patient Data
button at the bottom of the screen.

Aikd Wew Tatment

| Teadof enfering your pallerts sy ? Click feos 1o raquesta Pradice Managemsn Syslem infertace

[ SwakPuscibe || Patunt Mgy | Cancal |

Fhane: | E Wobile Phaos: |
ficsl laame [‘\ Wil Iritfal
Lasl Mame:

* Dz o Hirity

* Gonger |.ggluct =]
Pahent D =D | '\

Aodress 1

T
i

Anoresz 2 |

car | state [ =1 e

g Step 1 - Click in the Phane field 50 the
SERCEC PRAMTIEET None Entered (edi] data will paste in sequence
o B —— Step 2 - Cligk the Insert Patiant
E| *___
@]i| it " : Data to send to AllScripts

The patient should show up in the AllScripts Patient List, but if it does not enter the last and first name
to Search.
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Last Hame: [EETE Gt e W Search vl Add Patient

I
| RevewHistory | | SelectDx®» || SelectMed »p» |
Patient ID Patient Hame g DOB Phone Number Sireet Address
Fe o0t Sompie e TiEBONSe | 425eseeass | f23sounsveet
' 1222333 Sample Joe 1213011867 222-332-4444
4444

Make sure the patient is selected (black dot next to patient name) and click the Select Med button to

begin the process of entering a prescription.

Choose
Medication

e l:":'nsi ﬂbraDex_ET
Tobrarmycin
- Tobramycin Sulfate
obramycin Sulfate in Saline
+Tebramycin-Dexarmethasons

Tobrazol '
r \ _'_m'\ﬁ'ﬂrﬁﬂ'ﬂﬂn_ﬁ"'ﬂ'—slg'_l /

Quantity

\ /

Enter a partial medication

name to view available list salect "All"

Usually you want 1o

| Gentamicin Sulfate

Back || SelectSig» |

Coverage: Nore Available Review Med Histary

Drug Name Strength Unit Dosage Form Route

L Gentamicin Sulfate Pawdar Does rot apply

r Q Gentamicin Sulfate 01 ] Cream External

c B Gentamicin Sulfate 01 % Ointment External

r B8 Gentarnicin Sulfate 03 % Gintrrent Ophthalmic

= | Gentemicin Suifste 03 % Solion | Ophialmic.
; ntamicin Sulfate 10 MGMIL Solutian Intravenous

Gentamicin Sulfate 10 MGML Solution Injection
Gentamicin Sulfate 40 MEmL Solufion Injecton

Click to select the dose/route of the medication
you wish to send to the phamacy

You must then click the Select Sig button to choose the Sig you wish to send with the Rx to the
pharmacy:
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Choose
Medication

etamic.in Sulfa

Coverage: None Audllable

Ehoose Sig ; Preferred
Choose or wite a SIG for Gentamicin Sulfate 0.3 % Solution Ophthalmic @

Bk | Pationt Ed Sheet | Chargetad | Addto S Pad >

[ & preferred Al © Write Fres Tex SiG

INTIALLY 1 DROF EVERY HOUR, THEN PROLONG DOSING INTERVALS AS CONDITION IMPROVES

el
IMITIALLY INSTILL 1 DROP HOURLY, THEM PROLONG INTERVAL TO 4-6 TIMES DALY AS CORDITION IMPROVES. =l
IMSTILL1 D IN LEFT EYE EVERY 4 HOURS DAILY . bl
Days Supply . !5 Choose PackagelUnit: [ 1 |
‘Quantity ia Quantity = 2{2 % ML)
Refills: I2 Dispense As Written [~
Library - Admin & Dosage
Special '_" tructions to pharmacist (maximum af 210 characters), Nate: should not be used for patient In5t|1|§i:ﬁan5 or comments

\ |

Select your preferred Sig Click Add & Review

You may see warning screens if any of the medications you selected trigger a flag (contra-indication,
duplicate dose, etc):

DUR Check

| B

@ The following medications created warnings during the DUR process, Please review the wamings and take appropriate action or
delete these medications from the script pad.

If all is well, you will see the Select Pharmacy screen, where you can send the prescription
electronically to the Pharmacy of your (or your patient's) choice:
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Pharmacy Search: Notall feids are required.
i~ Retail Pharmacias -

Searchby: | ¢~ ... * Practics Favarites © Al " Mail Order Prarmacies
Hame:]|
| City:j Slate:]_ = ZiP Code:
Streetndciress.l—
Ph‘JHEiJ - | | Search

O Current view: All practice favorites

| Cancel || |
Destmations Address City State  Phone
— WALGREENS DRUG STORE 06901 28817 MILITARY RD., 5. FEDERAL WY WA [253)B38-1631

NOTE: The ePrescribe feature is based on the AllScripts free e-prescribing website. The AllScript
database can check for drug interactions and contraindications that ezScriptWriter cannot. The
AllScripts site is external to our software and is not an integrated part of the ezScriptWriter (so Rx data
is NOT automatically passed to the website). You have to send the data manually; the steps above help
you create a Rx with the website. You should also add the medication to your LogBook, even if you don't

print an actual prescription for the patient.
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4 Admin Functions

The Administrator Menu is the main portal to managing the software, including User accounts and
Security Settings. In addition, you can purchase and register the software.

Software Account

Admin Settings & Options

Reset Passwords
View Audit Trail

2 Administrator Functions

gﬂ] System Administrator Menu

Reset Passwords

= Software Account

View Audit Trail

Settings & Options

x Close

| 9)‘ ‘it-"r_r Sysinfo

41 Software Account

The Manage Software Account screen will allow you to purchase the software (via secure link), register/
license your copy, view existing licenses and change the clinic telephone (which serves as the account

number).

Purchase Software

Register/License Software

View Licenses

Change Clinic Telephone Number
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411

B Manage Account Menu

g] Manage Account Menu

THIS FRODUCT |5 LICENSED TO!

Peepers Practice Tell 3522591621
THRIAL PERIOD EXPIRED!
Fleaze purchaze a softimare icenize at wime, ezChartaiter. com

Purchase Now! View Licenses

Register Software Clinic Telephone

l@” X ciose

Purchase Software

Whether you are purchasing the software for the first time or renewing your license, the Purchase
Software screen will the make the process super easy. The uploading of your order is our recommended
method since there is no chance of mis-entering important account information that we need to generate

your license file.
You can purchase in one of three methods:
¢ Via secure internet connection directly to our server (with full encryption of your credit card data)

e Generate a paper order form; submit via fax or mail
e Launch the website so you can order off the ezScriptWriter website.
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¥ Payment Form

A ezHealthWare™

AV 4

Fleaze select the pavment method

* Order now via Secure |ntermet connection [vour credit card info-iz ehcipted)

. ﬁ| 206-bit D ata Encyphion ;

(™ Generate a paper order form you cah fasdmail ta g

T Launch default browser bo order direu:t!_l,l from ezCharfwiter W ebsite

TolFree Oider {800) 497-3599  {VoiceMail Only)

@) X oo

41.2 Register/License Software

This is the tool you use to update your license after purchasing. Make sure the Primary Practice
Telephone is filled in with the phone number for your clinic/office. This is the number we will use for
licensing. It is NOT MODIFIABLE once licensed and will display in your as you have entered it. If you
wish to change it in the future you will have to use the Change Account Number instructions. You only

need to license ONE time, no matter how many computers you have networked.
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H Software Registration

| f,.‘v Software Registration Utility

THIS FRODUCT 15 LICENSED TO;

Dr David and Aszociates Teltt 4256451515

LICENSED - You have 3344 dap(z] left before your license expires.
ATFCC1051EE44DBFI0ABCTCRF

MODULES: ezClaimBiler ezﬁ.pptﬁcheduler ezRecallanager ezl atak wchange

We make our software freely available and fully functional for testing in the treal vearsion, so
that you can fry out all the featuras and see i it really works for you. If you have already
purchased a software Registration Code, pleass enter it below.

— SetAccolnt Humber

Primary Practice Telephane:

| rour dinjic-phore Mumber SeTVes 35 Your Sccount numbeT

WETE: The phone number, shown on Reports/Rix's, = locked in after reostenng the sofware.
PLEASE DO NOT LISE YOLRE HOME FHDNE DR CELL NUMBER; it is difficult to chanoe after buying.
~ Registration Optiohs

I would lke to evalugte the software before purchasing
& e (G day trig] panad Hatally sriantiro g

Already purchased a software license? ¢ Mo & Yes

Activate Now via IntqrnetJ Impark Licenze File || wwow.ezchartwriter.com

TICTE: 4n Internet connection is required, Your survey data iz kept confidential,

l t&“ Reszet Licenze

x Cancel

There are two options for updating the License File (registering your license):

Option 1 - Via the Internet
Click the Activate Now via Internet button. The software will attempt to contact our servers to retrieve
your license file. Problems that can occur include:

¢ not enough time has passed since your purchase; all orders should be updated within 24-48
business hours.

e incorrect telephone number entered (you must include the exact digits as you indicated on
your purchase order, especially country and area codes).

¢ no internet connection present

e attempting to license the wrong version of the software (from what you purchased)

¢ an internet error has left our server down (very rare)

Option 2 - Import License File
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If the codes were sent via email or CD-ROM, copy the license files (not the folder itself) into your
database folder (typically C:\ezHW_Data). Then click the Import License File button so the license
updates.

41.3 View Licenses

The View Licenses screen allows for a review of existing licenses and the expiration dates. Note that
ezScriptWriter will begin warning you about 30 days before your expiration date that you license is due
for renewal.

B Software License Status

g‘gﬂl View Software License Data

rAcoount Detailz

Licenzed Telephonetf; 4256451548

Cusgtomer 101 {DDBOFF61-DF75-442F-86E 2-505FF9977380}
Dt David and Azzociates Fractice Telt 4256451515
LICENSED - You have 3344 day(z] left before your licenze expires.
SERIALH 3TFCE1 051 E-E44DE-FA0AE-CFCFF

 Lizehzed Products

Module Licensze Type Expiration D ate
ezChartiariter Standaid Licenza A 2020
ezClairmEiller Standard Licenze B 220T
ezdpptSchaduler Statdard Licenss BAZA2077
ezRecallt anager Standard Licenze B0
ez[vatak wchahge Standard Licenss BAZA2017

=$ Revizion Log H d;g;] Heset License 9}) ‘ x Close

The Revision Log button will display the current list of available upgrades for the software (if applicable).
The Reset License is only used when directed by Tech Support to reset your licenses in the case of
error or other issues.

414 Change Account Number

To change your Clinic Telephone number (which serves as the Account number and is part of the license
file), you must follow two steps:

Build Email Data
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Your primary practice telephone number serves as an unique identifier and is part of your license/
registration key. In order to change it (for example, if your area code changes or you mowe locations)
you must send a request to us to have a new registration key code generated. The process may take

up to 24-48 hours. We will generally verify the clinic telephone number to ensure that it is registered
correctly.

Gernerate Emal Data

STEF OME: Send s an email requesting that we update your registration
code. Use this button to generate the data we need to complete the request
(paste it into the body of your email};

Practice Telephone [curert] | il b | Uize farmatting az you

) wizh the nurnber to
Fractice Telephong {rew): |I444] oh5-1212 | appear onreports
Reason for changs:; |ITIDVEI:| lcatior]

DATABASE |D: 31FCC1051E-E440B-FI0AR-CYCFF

¢y Build Email Data ‘
iy

Set New Number

Once you receive the confirmation email click the "Set New Number" button to make the change final.
The software will automatically update your license for you (Internet connection is required).

Enable Hew Mumber

STEF TWQ: After you receive the confrimation email from us, click the buttan
below te change the telephane number. WARNING: Wait until you receive the
confirmation email, otherwise you will lock yourself out of the seftware!

‘ @ Set New Number

4.2 Settings & Options

The Admin Settings & Options screens allow you to set the overall properties for the software. This
includes the Clinic Details, User Security, Overall Security and International Defaults.

Clinic Details

User Details/Security

Global Security Settings
International Defaults

421 Clinic Details Screen

The Clinic Details screen allows for entry of the Practice Information, including the all-important Practice
Telephone number (which serves as your Account Number). Once the software is purchased and
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licensed, the Practice/Clinic Telephone number cannot be changed unless done by Tech Support. You
can however change the formatting of the number at any time (e.g. add parenthesis or dashes). The
remaining fields can be altered in any way you wish. If you have a group tax ID number and/or NPI, enter

it on this screen.

The field "Doctor Name/Title" is used in many reports/Rx's, so it should reflect your name as you wish it

to appear in reports.

4 {“ Program Settings & Options - Admin Leve/

Dractarfz) Mame/Title
Fractice/Clinc Mames
Fractice Addreszl
Fractice Address2
Fractice City
Practice State

Practice T elephone
Fractice Fas
Fractice Email
Practice Website

| Clinic: Details/Report Display. | Lzer Datals/S acurty.

|Global Securty Settings | Intemational Defaults |

The information entered onthis page effects the data displaped ot your reports-and exam prinkouts.

Ira . Coktor, DD FS

[az it will appear on reports)

Dt Ima Dioktor and Associates

taine Strest Ophical

3561 E Main Rd. #2

Seattle

Wi, ZipCode 38002

||,/Edit

(425) 7767300

Group Practice TIN
| |

Group MFI [if applicablie]

i Set Databaze

‘@Hw Okay H xtancel

‘ W Apply ‘

422 UserDetails

The Administrator can manage the various users (including him or herself). You can Add, Edit or Delete
users (although making an existing user "inactive" is preferred). The security levels and basic information
can be edited on this screen.

Every user will have three required settings:

User Type

The user type can be either Staff or Provider. A staff member is someone who does not provide
direct patient care; a provider is classified as someone who does provide direct care (doctor, nurse,
tech). In some cases, you may wish to limit lower level providers to the Staff category to restrict
access to Rx creation, although many features can be blocked by setting the proper security level.

Security Level

Security Level can be set by clicking the Security Level on the User Details screen:

© 2011 Iccomplish, Inc



148 ezScriptWriter User Manual

B User Details Xl
@l Edit User Details
Lizer Details
Firzt Mame ! Last Mame Degres
fIma [k |Doktor [
Title/Pozitiar D Tupe 1D Murber
OtherD1[BE  w (843335
State Lich Other D2 v |
|4863 OthelD3]  we |
DEAH
~ Secunty) Settings: 1
UPIN Uzeame: lidaktor Change Paszward ]
Securty Setting.  Lewel 10 User Type:
NE diust Securty Sattings | : =
1384393348 B NN [Finvite: =]
[T Setasthe default Pro ar paur clinic?
‘ ﬁ} Delete User l@/l“ H Save x Cancel

The Security Level can be set quickly using the Quick Security Settings slider (from 0, the lowest,
to 10, the highest). Level 10 should be reserved for yourself, the Admin. Click the Use Custom
button to modify individual settings.
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& Sccurity Settings @

% User Sec"rfty SGttf"grs Quick Security Setting . Current E_l_lﬁmm
pEmm—— i
Fain Mernu Options Clirizal Reports & Encounters
¥ Allow user to open Pulled Charts list W allow viewing of finalized encounters
¥ Allow user to open eReminders [T Allow editing/signing of pending encounters
I~ allow user to open Spedial Functions iV Allow viewing of Ry's
™ Allow user to open Program Settings I Allow editing/signing of Rod's
I Allow user to open Billing/Claims Module v Allow viewing of Reports
Iv Allow user to open Appointment Scheduler I Allow editing/signing of Reports
¥ Allow user to open Recall Manager iV Allow user to view Clirical Notes
[~ Allow user to open Data Exchange Madule I Allew editing/signing of Clinical Notes

Patient Demographic E diing Special Fealures

¥ allow user to open "New" cabinet drawer I~ Allow user to gpen the Report Designer
I¥ Allow user to open "Open” cabinet drawer I Allow user to download seftware updates
I~ allow user to Delete/Merge Patients ™ allow user to modify patient nanve

[ Select/Deselect ALL =
l@/,l| ‘ H Save

‘ x Cloze

Active Status

Users who are no longer with your practice should be marked Inactive, rather than being deleted
from the system. Deleting a user who has created reports, Rx's or encounters will cause some
difficulties with tracking. To set the status, click the checkbox under the column "Active"
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' Program Settings & Options - Admin Level

Clinic Detail:/Report Display | User Details/Secuity | Glahal Security Seifings | Intemational Defauls |
L st ame FirstMams Ml | UserType SacuilyLevel Active
Almaguer Aritoinette M Staff 4 + |
Alyvord Charles L Staff T +
B arbon Bhne Marie Staff 10 s
Dok Ima K. Proweider 10 o

Actions
User count: addNew | EditEnty| Delete |
i Set Databaze l@‘|¢ Okay H x Cancel ‘U Apply ‘
4.2.3 Comprehensive Security Settings

The Global Security Settings apply globally to the software. The only entry currently customizable by the
user is the Auto Log Off time.
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4‘_’ ‘J Program Settings & Options - Admin Level

Cliric Detail:/Report Display | User Details/Securty | Global Securiy Seftings | Intemational Defauls |

3
._.J MOTE: Theze sethings apply to all uzers ot all compliters. |

Luto log-off-after-this rari minutes; |5|:| rriFLtes ,]

‘ W Apply ‘

ﬁd Set Databaze ‘@Hw Okay H x Cancel

424 International Settings

Users outside the United States will need to set the date, telephone, postal code and measurement
fields to reflect their locale.
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*- {‘ Program Settings & Options - Admin Level

Cliric: Details/Repon Display | User Detals/Securty. | Blobal Secury Settings | Intemational Defaults

If you are using the software outside of the United States, vou may adjust some of |
the defaults used by the software.

Formatting Mazk Formatting Preview
General date format: imm.-"dd.-"_l.l_l,l_l,ly _v_] ||:I3.-"EIE.-"2EI'I‘I |
Telephone formatting:  |(399] 9939339 ~| |E12) 3456789 |
Postal Code format:  93999-9999 ~| |45678 |
Measurements: T Mekic ™ Non-Metic |Di3t 20 Temp: 958 F |

‘ W Apply ‘

ifl Set Databaze l@‘|¢ Okay H x Cancel

4.2.5 Locate Database

When the network link is broken or the database folder has been moved, you may need to use the
Locate Database Utility. Use the Find Button (small binocular icon) to search your local hard-drive or
network.

Clear Database Path
Use this button to clear the database path stored in the computer's registry. This forces the Setup
Wizard to show at the software startup.
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i, Database Locatar Utility

Database Locator Utility

You are seeing this screen hecause the Patient database could not be found during program
start-Up. This is usualy because either your network has lost connecton or you have
moved/changed the name of the ezHW Data folder., To connect to the comrect location, use the
‘Find" button below to indicate the lomation of the datsbase an your local computer ar the network.

i~ Path bo primarny databaze: -
;E:"-.EZHW_E_]atq"-.ezDE.dez Eﬂ

WOTE: Or pour pimary computer this path iz topically "ChezHW - Data”. On nebwark ed compriters ik will dan

RESET DATABASE LOCATION:

Use this button ta reset the database path and have the
software show the Networking and Startup Wizard.

[ Clear Databaze Path 1

HETWORKING NOTES:

The standard efHealthWare database & namead "ezDB.dez” (usually in the C:\ezH\W Data folder).
Each of vour computers should be pointed to this database (the easlest method is to ‘'mount’ the
server directony asa drive on each of the network computers. See the section on networking In
the setup manual or click the "Netiwark TutorRl" buttan balow.

f:l‘;'.‘ Metwork Tutorial

‘¢ Okay

‘@H $ [ratabaze Manager ‘ x Cancel

4.3 Reset Passwords

If a user has lost or forgotten their password you can reset it with this utility. Alternatively, you can reset
all user passwords at once.
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44

it Password Reset Tool

j Reset Password Options

MOTE: Resetting the pazaword(z] sets the passwmaord
equal o the uzer name. The user mugt theh change it
the newt tirie a logan attémpt iz made. Example: for user
Joe Smith, rezet pagzward will be jzmith;

Fleset Ophons

7 ResetALL uzer pasawords
{¢" Reset a specific user;

Izer: |idl:ukt|:|r L]

‘9.‘)‘ “/ Okay H xtancel

When the password is reset, the new password becomes the same as the username. So user "idoktor"
will have the password reset to "idoktor". The first time the user logs in the software will require a real
password to be entered.

To reset the Admin password, you will need to contact Tech Support.

Audit Trail

The Audit Trail is the means by which nearly all transactions of the database can be tracked. Whenever
a chart is opened/accessed, a module is opened or demographics are changed an entry will be created.
This tool can also be used to track logon and logoff times from the software. Click the Export button at
the bottom to send the file to your hard-drive (to be opened by Microsoft Excel or similar).
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B Patient Transactions Report

@ View Activity/Audit Log P
[Getect Pationt | Mame Al Patients User | ~| T Danfuen [1os0207 =] Te hoseemy =
Modue | Shaw Al | Action [Show 41 =] TimesDbject |"5Ih:|wﬂjll - Sotby |TimeStare = iDewendng =]

Teanstls | Modue N | Actioe N | DbeciTuss N | Patent | ez W | TimeStamp .i .
39092 poChartwifior  Logm Admin nia Admin 2B2011 81230 FM
39091 | pxChaitwisier  Open Chert Samgle_Jos Pedgo. Davd d LB T 4524 P
F90E0; exChaitwiier  Logm U e nia Predige, Tiavid 1 RG] TAS15 P
90E3 exChaty el Liogin Admin n'a Adknin IR0 T2 E0 P
3808 axChartwiiler S| Apoticaban nia n'a Sfes2011 T 25AT FM
39057 peChartWirifor  Lagin Admin nia Admin 52011 F0212 PM
39085 eelhaitvwisites  Legin | U n'a Pedga_David AES01 70857 PM
900 exChaifWifer  Stal | Aippdic ataon hia iy RG] T0-ES P
9084 sxChatiiter  DOpen Damograghics ' Sangle. Jo= Pedgo. Daad 201 1230 29 PM
M08 exlhatwhiider Open | Demogaghics | Sample, loz | Pedge, Diavid J SN 122843 P
39082 paCharfwiior  Logm | Uaae n/a | Pedigo, [iand-d 2011 1226824 P
3308 peChantw/eim  Staxl | Bpplizabon n'a n/a RN 122830 P
9000 exChaitiler  Dpen Cremogeapiucs  Samgle. Jos Pedige, Tiand J AN 121405 FM
39079 epChaW e Lagin (1= n'a Pedigo. Daad J B0 121257 Pl k
29078 exlhartwiiter  Ster| | Apolizabaon nfa |nla 201 121354 Pl
39077 | maCharwier  Laogin | Usee nia | Dkt ima K LS00 43125 P !
39076 exlChaitwieiter  Login | Llnee nia | Pedgo, Dienad S0 36T P
J9075! exChartWiler Sk | Appiicatan nia nia- SEL 33615 P
074, weThartwifer  Login L e n'a Dokbox. Ima k. /572011 3G 20 P
39073 ec{harwiter Login Llzae nfa | Pedge, Daad J A0 20604 PH
r*iw?zwiwﬁ Apelicalion nfa_ . P Eau_ r * 357 W @

4.5 System Info

Use the Sysinfo button in Admin or at the bottom of the menu Help->About ezScriptWriter to get a
detailed look at the computer and software. This may be requested by Tech Support if you are having
troubles.

The report can be printed, faxed or uploaded directly to our server. Please email when you upload a
report so that we can review it promptly.
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Troubleshooting Problems

Network Crash

Network crashes are the worst diaster that can befall your database! If you are working on a chart at the
same time the network goes down, there is a high probability that you database may be damaged.
Using a wireless network for a portion of your network increases the risks. Since ezHealthWare software
is an intensive database-driven program, you can expect a wireless network to be slower than a typical
100Mbps wired LAN (how much slower depends on the wireless system you choose). If you must use a
wireless network, it is probably best to use the exam room computer as the server and let other
computers link into that system. Bad network cards and faulty cables can also be a culprit.

Broken network connections, as sometimes happen with wireless systems, can result in database
corruption! Do regular backups of your data (at least daily).

£\ Network Connection Problem

® Network Connection Problem!?

The connection to your database folder appears to be broken.
This can occur when your network ink becomes disconnected.

You may attempt to reconnect by using the "Connect” button
below. If the connection st fais, check your network settings
(make sure your server is turned on, al wires are connected
and share permissions set properly).

CLICK HERE TO CONTINUE --= ‘ ‘é‘ Attempt Beconnect ‘ ‘ x Quit Application

Database Crash

You will recognize a database crash when you see this dreaded message: Unrecognized Database
Format or something similarly ominous.

e

WARNING: Do an immediate backup using the instructions below before doing anything else!

(1) Make an immediate backup (copy the entire "C:\ezHW_Data\" folder to a flash drive and/or external
drive (BEFORE DOING ANYTHING ELSE).

(2) Do you hawe an existing recent backup? If so, roll back to that copy.

(3) Ifit's been a few days since your backup, send the following file to us so we can analyze and attempt
to repair the database:

C:\ezHW_Data\ezDB.dez
Right-click and choose Send To->Compressed Folder to zip the file; better yet use the ezBackup
utility to create a copy that's already compressed.
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You can use the link we send you to securely upload the database to us (do this at the end of your
workday; we will TRY and return it the next day if it is repairable). Note that some database crashes
cannot be repaired and you MUST return to your most recent backup.

Software Crashes - low memory

The MOST common cause of crashes of the software is due to low memory. If you are running the
software and getting persistent errors (that don't seem to hawe a pattern), ask yourself if you have (1) 2 or
more charts open at once and (2) less than 2 GB of RAM. If so, upgrade your RAM. You can also
increase the size of your Virtual RAM. This allows you to simulate RAM by using your hard drive to store
the data that would be on the physical RAM.

Steps to Increase Virtual Memory

1. Under the start menu go into the Control Panel.

2. Double click Performance and Maintenance and then on System.

3. Under the Advanced tab click on Performance and then on Settings.

4. Where you see Virtual Memory shown click Change.

5. Click on the hard drive where your OS is installed (this is where your paging file
should be).

6. Once you have completed all of this check the Custom Size checkbox. Now you are
able to input how much memory you want to save for virtual memory. There will be
two fields there, the first one is called initial and the other is called maximum. If you
want the best performance out of your machine you should set these the same as
each other.

Vista Compatibility

We recommend Windows 7 Professional or WinXP for all our software products. Win7 can be either 32
or 64 bit systems. In many instances our software runs perfectly in Windows Vista. But in some
situations, there may be minor, or even major, malfunctions. This is especially true for the Database
Upgrade utility, Online Licensing module and scanning modules. To get around this problem, you simply
need to start the software in XP Compatible Mode.

To use Windows XP compatibility mode, right-click the ezScriptWriter icon and choose Properties from
the context menu that appears:
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Open

Hur as administrator
T=dp

Fin to Start Menu
Add to Cuick Launch

Restore previous versions
Send To

Cut

Copy

Paste

Create Shortout

Delete

Rename

Properties

After choosing Properties from the context menu, a window will appear displaying the different properties
of the application organized in tabs. Select the Compatibility tab to run the application Windows XP

mode:
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E Properties ﬁ
=

Securty | Details: I
General | Shotcut |

patibiliy

If you have problems with this program and it worked comectly on
an earier version of Windows, select the compatibility mode that
matches that earier version,
Compatibilty mode
[¥] Ruin this program in compatibiity mode for

| Windows XP (Service Pack 2) -

Settngs
[ ] Fun in 256 colos
(7] Fun in 640 % 420 screen resslution
[¥] Dizable visual themes
[¥] Cisable desktop composition
[7] Dizable display scaling on high DPI ssttings

Privilege Level

("1 Fun this program as-an administrator [}

| ¥ Show settings forall users. |

| ok || Cencet || pppty |

On this screen, place a check in each of these checkboxes:

¢ Run this program in compatibility mode for Windows XP (senvice pack 2)
¢ Disable Visual Themes
¢ Disable Desktop Composition

Then click OK to save the changes.
NOTE: If this does not work and problems remain, try running the Program Compatibility Wizard by
clicking the Start button, clicking Control Panel > Programs > Programs and Features > Use an older

program with this version of Windows

If compatibility mode and the wizard does not solve the problem, contact Tech Support for further help.

Upgrading Database Fails

If your attempts to upgrade your database fail, you may need to run the software as an Administrator (in
Vista/Windows7). Right-click the application ezScriptWriter.exe and choose Properties from the
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context menu, a window will appear displaying the different properties of the application organized in
tabs. Select the Compatibility tab to run the application Windows XP mode and check the Run as
Administrator checkbox. Once the database has finished upgrading you can uncheck the box.

[ ‘F Properties ﬁ

Securty | Dietails: I
General | Shotcut |

Compatibiity
If you have problems with this program and it worked comectly on

an earier version of Windows, select the compatibility mode that
matchesthat earlier version.

Compatibilty mode
[¥] Run this program in compatibility mode far
| Windows XF (Service Pack 2) =

Settings
[ ] Fun in 256 colos
(7] Fun in 640 % 420 screen resslution
[¥] Dizable visual themes
[¥] Cisable desktop composition
[7] Dizable display scaling on high DPI ssttings

Pryilege Level

in this program as-an administrator [}

| ¥ Show ssttings forall users. |

[0k | Canesl |[ Ao

Locked Chart

If you attempt to open a chart that has already been opened by yourself or another user, the Locked
Chart warning appears. A problem may occur when a chart was opened and the software crashes
leaving the chart still marked as open. If this is the case, then it is safe to use the "Unlock Chart" button.
If you are unsure or another user may possibly have the chart open, it is best to check with other users

before attempting to unlock the chart.
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B | ocked Chart!

Locked Chart Notice

WARMING: Thiz chart iz in use by anather uzer. In order to
prevent lozz of data or damage o vour databaze: the record iz
LOCKED. If pou are abzolutelyzure that the ather uzer no longer
hasg the chart open [for instance, if their computer crazked), then
yois may 2elect LIMLOCE, below,

Locked by uzer

File locked by User: Pedigo, David J
Dater'Time Locked: 3/6/2017 7:45:24 PM
Computer: INSPIROM-1705[USER: Dawd)

‘ qu-‘l Unlock Chart Mow ‘ Q!/J” xtancel

Uninstalling the Software:

(1) In the Windows Control Panel, click the "Add/Remove Programs" icon.

(2) Find the entry for ezScriptWriter and click "Remowe"

(3) Navigate to "C:\Program Files" and delete the entire folder "ezHealthWare"

NOTE: This does NOT delete the patient database. To delete the existing database use the topic
"Instructions to do a Fresh Start (with empty patient database)".

How to Rollback to Prior Version of Software

Starting in version 4.0 and later, the software retains the prior version so your can rollback if your have
problems (for instance, your database did not fully upgrade and the new version does not start). To
switch back, you simply need to recreate an icon on your desktop for the old version. Navigate to your
program folder (typically it is “C:\Program Files\ezHealthWare\ezScriptWriter”, although on 64-bit
systems select “Program Files (x86)"). Be sure it is NOT the ezHealthWare 4.0 folder, you need the one
without “4.0”. Now find the file called “ezScriptWriter” and double-click it.

Alignment Problems with Claim Printing

There are two reasons that claims may be misaligned:

(1) The text is spaced properly, but prints slightly offset from the boxes. This can be fixed by adjusting
the margins with the Alignment tool. You will have to use trial and error to mowve the text up/down or
right/left.

(2) The problem may be with the font, not the alignment. On some computers the default system font is
"proportional" and so all the text is squeezed together. To fix the issue, you must select a different font.
On the alignment tool, select the font "Lucida Console" or "Courier" and font size "12". That should fix
the alignment problem (you can try other fonts if it doesn't, but these usually work best).

Insurance Address & Name Not Printing

The insurance will only print on the upper right hand side if it is an existing insurance from the drop-down
list (which you select in the Patient Demographics screen). If you mistype or hand-enter the insurance
name, it can't be matched to an existing insurance company in the database.
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If you wish to add or edit an insurance company, use Main Menu->Program Settings->Insurances in
ezScriptWriter or within the ezClaimBiller module you can use the top menu Options->List of Insurance
Plans

Dealing with a Total Network Outage

(1) Keep a 4-GB USB stick drive handy (empty)

(2) Keep a laptop computer in the office with the newest version of ezScriptWriter installed. But don't run
the software yet, since it doesn't have a database to attach to (yet)

(3) When you have a network emergency, use the USB stick drive to copy the database folder from your
server to the stick drive. You need to copy the five files that end in ".dez" to a folder on the stick drive
you create called “ezHW_Data”.

(4) Once the files are copied, insert the stick drive in your laptop.

(5) Start ezScriptWriter on the laptop. If it's the first time run, it will show a setup screen and as whether
you've installed before... say YES and select Find Database. Link to the files on your USB drive. If you
have run ezScriptWriter before on this computer, it will open to the blank database. Simply click Switch
Database on the main screen and select the location on the stick drive.

(6) Now you can enter data normally on your laptop... for instance working in your exam room right on
the laptop.

(7) When your network is operating again, you need to copy the database files back on to the server. Be
careful that you are copying FROM the usb drive TO the sener.

(8) Restart computers on your network and they should be back to normal operations.
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6

Software License Agreement

This ezScriptWriter Software End-User License Agreement ("EULA") is a legal agreement for the
ezScriptWriter Software Product in which this EULA is contained, which includes computer
software and may include associated media, printed materials, and "online" or electronic
documentation (collectively the "Software Product"), between you and ezScriptWriter Software.
("ezScriptWriter Software"). By installing, copying, or otherwise using the Software Product, you
agree to be bound by the terms of this EULA. You must indicate your agreement to be bound by
the terms of this EULA by pressing the "I ACCEPT" button on the Software Product's installation
program, or else you will not be able to install the Software Product. If you do not agree to the
terms of this EULA, you may not install or use the Software Product; you may, however, within 30
days of your initial purchase of a copy of the Software Product, return the entire copy of the
Software Product (including all computer media, packaging and documentation) either to
ezScriptWriter Software's Customer Senice department or to the retailer from which you purchased
the Software Product, for a refund of the amount indicated by your sales receipt for the Software
Product, in which event your rights under this EULA are immediately terminated. If you are
installing the Software Product on a computer that is not owned by you, you are bound to the terms
of this EULA both in your individual capacity and as an agent of the owner of the computer, and
your actions will bind the owner of the computer. You represent and warrant to ezScriptWriter
Software that you have the capacity and authority to enter into this Agreement on your own behalf
as well as on behalf of the owner of the computer the Software Product is being installed upon. For
purposes of this EULA, the "owner" of a computer is the individual or entity that has legal title to the
computer or that has the possessory interest in the computer if it is leased or loaned by the actual
title owner.

Copyright. The Software Product is protected by copyright laws and international copyright
treaties, as well as other intellectual property laws and treaties. All title and copyrights in and to the
Software Product (including but not limited to any images, photographs, animations, video, audio,
music, text, and "applets" incorporated into the Software Product) are owned by ezScriptWriter
Software or its suppliers.

Grant Of License. The Software Product is licensed, not sold. Subject to the condition that you
are in compliance with the terms of this EULA: (a) you may install and use one copy of the
Software Product, or any prior version for the same operating system, on a single computer for use
by a single simultaneous operator; and (b) you may install a single copy of the Software Product,
strictly for your own personal use, on one portable computer owned by you. No other use, copying
or distribution of the Software Product is permitted. You may not rent the Software Product, nor
may you offer use of it to others through a service bureau or application senice provider. If you are
installing this copy of the Software Product as an upgrade, update, patch or enhancement of a prior
release of the same Software Product which was installed on the same computer, your rights under
the prior license agreement for the Software Product are terminated, and all of your use of the
Software Product (including its prior versions) are solely under the terms of this license agreement.

Limitations. Except to the extent such a restriction is unenforceable under local law, you may not
reverse engineer, decompile, or disassemble the Software Product. The Software Product is
licensed as a single product, and its component parts may not be separated for use on more than
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one computer. You may not modify, amend, or create derivative works of the Software Product.

Term. If the Software Product that was distributed to you was labeled as an EVALUATION
VERSION or TRIAL VERSION (or its functional equivalent) (an "Evaluation Version"), the license
granted under this EULA commences upon the installation of the Software Product and is effective
for the longer of 60 days following the date you install the Software Product or the first 60 uses (the
"Evaluation Term"). Evaluation Version Software Products may include software code intended to
disable their functionality after the expiration of the Evaluation Term. You may take no actions to
circumvent the operation of such disabling code, and you accept all risks that might arise from such
disabling code. If the Software Product was not distributed as an Evaluation Version, or if you
converted an Evaluation Version installation of the Software Product to a non-Evaluation Version of
the Software Product by authorized use of the conversion mechanism provided with the Software
Product (in each case either being or resulting in a "Full-License Version"), the licenses granted
under this EULA commence upon the installation of the Software Product and are effective in
perpetuity unless terminated per the terms of this Agreement.

Termination. Upon the expiration of the Evaluation Term (if any), your rights under this EULA
terminate automatically without notice from ezScriptWriter Software. Without prejudice to any other
rights, ezScriptWriter Software may terminate this EULA or your rights under this EULA at any time
if you fail to comply with the terms and conditions of this EULA. Upon termination of your rights
under this EULA for any reason, or upon termination of the EULA itself, you must destroy all copies
of the Software Product and all of its component parts in your possession (including all component
parts, the media and printed materials, any prior versions, and this EULA). The terms of this
paragraph shall sunive any termination of this EULA.

Transfer. You may permanently transfer all of your rights under this EULA (except if your rights
are in an Evaluation Version), provided you retain no copies, you transfer all copies of the Software
Product (including all component parts, the media and printed materials, any prior versions, and this
EULA), and the recipient agrees to be subject to the terms of this EULA. Upon the occurrence of
such a transfer, your rights under this EULA terminate immediately.

Limited Warranty. The warranties and disclaimers described in this paragraph are collectively the
"Limited Warranty". ezScriptWriter Software warrants to you (and only you) that the Software
Product will perform substantially in accordance with the accompanying documentation (if any) for a
period of ninety (90) days from the date of original purchase of a license to the Software Product
from an authorized retailer or directly from ezScriptWriter Software (or the date you hawe obtained
authorization from ezScriptWriter Software or an authorized retailer to convert an Evaluation Version
to a Full-License Version) (in each case the "Purchase Date"). Implied warranties on the Software
Product, to the extent required by applicable law, are limited to ninety (90) days from the Purchase
Date. Some states do not allow limitations on how long an implied warranty lasts, so the abowe
limitation may not apply to you. To the maximum extent permitted by applicable law, ezScriptWriter
Software and its suppliers disclaim all other warranties and conditions with regard to or arising out
of the Software Product, either express or implied, including, but not limited to, implied warranties of
merchantability, fithess for a particular purpose, non-infingement and/or accuracy of information.
The Limited Warranty is woid if failure of the Software Product has resulted from accident, abuse,
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misapplication, use of the Software Product other than as described in the documentation issued by
ezScriptWriter Software, use of the Software Product in combination with other Software Products
that are not described as compatible in the documentation issued by ezScriptWriter Software, or
your breach of the terms of this EULA. This warranty gives you specific legal rights, and you may
also hawe other rights which vary from State to State. No individual (except a duly authorized officer
of ezScriptWriter Software) and no reseller or retailer has any authority to amend or add to any of
the abowe representations and disclaimers.

Your Remedy. Your exclusive remedy for any breach of the Limited Warranty is for you to give us
notice of the breach by returning to ezScriptWriter Software (at the address shown below) a copy of
your purchase receipt for your copy of the Software Product and a description of the alleged breach,
and then, at ezScriptWriter Software's option, ezScriptWriter Software shall either: (a) return the
price you paid (if any) for the Software Product (at which time your rights under this EULA are
deemed to have terminated); or (b) repair or replace the Software Product. The Limited Warranty
period for any replacement Software Product will be extended for the remainder of the original
warranty period or thirty (30) days after the replacement Software Product is delivered to you,
whichever is longer. If your license is for an Evaluation Version, your exclusive remedy for any
breach of this EULA, including a breach of the Limited Warranty, shall be to terminate your rights
under this EULA. Your remedies described in this paragraph are your exclusive remedies, and shall
not be deemed to fail of their essential purpose so long as ezScriptWriter Software is willing to
repair or replace the Software Product or return the price you paid for the Software Product.

Limitation of Liability. To the maximum extent permitted by applicable law, in no event shall
ezScriptWriter Software or its suppliers be liable for any special, incidental, indirect, or
consequential damages whatsoever (including, without limitation, damages for loss of business
profits, business interruption, loss of business information, or any other pecuniary loss) arising out
of the use of or inability to use the Software Product, even if ezScriptWriter Software has been
advised of the possibility of such damages. In any case, ezScriptWriter Software's entire liability
under any provision of this EULA shall be limited to the greater of the amount actually paid by you
for the Software Product or US$5.00. Some states do not allow the exclusion or limitation of
incidental or consequential damages, so the above limitation or exclusion may not apply to you.

Statement Concerning U.S. Government Users. The Software Product is commercial computer
software developed exclusively at private expense, and in all respects is proprietary data belonging
to ezScriptWriter Software or its suppliers. The Software Product is comprised of “commercial
computer software” and “commercial computer software documentation” as such terms are used in
48 C.F.R § 12.212. Consistent with 48 C.F.R. § 12.212 and 48 C.F.R. § 227.7202-1 through §
227.7202-4, all U.S. Government licensees acquire the Software Product with only those rights set
forth in this EULA.

Site Licenses. The owner of the computer that you are installing the Software Product upon may
have entered into a broad license agreement with ezScriptWriter Software gowerning the use of
certain ezScriptWriter Software products including this Software Product. To the extent that the
owner of the computer has entered into such an agreement that specifically states that it governs
the use of the Software Product on computers owned by the owner, then any conflict between that
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agreement and this EULA shall be resolved in favor of the terms of that agreement, but otherwise
this EULA shall simultaneously govern your license to the Software Product.

Third Party Works. To the extent that any third party's intellectual property is incorporated within
the Software Product, you agree that such third party is a third-party beneficiary of the terms of this
EULA to the extent of the third party's license to ezScriptWriter Software.

Samples. The Software Product may be provided with certain "Sample Patients" intended to
demonstrate use of the Software Product or provide a base starting point for use of the Software
Product. Sample Forms includes forms, templates, database records, charts, or similar items. If
Sample Patients are provided, they are considered part of the Software Product for purposes of this
EULA.

General. This EULA constitutes the entire agreement between you and ezScriptWriter Software
concerning the Software Product. No terms of any purchase order, acceptance, purported
amendment, or any document or communication other than an agreement expressly agreed upon in
writing by a duly authorized officer of ezScriptWriter Software shall replace, modify, amend or
override this EULA. If any provision of this EULA is held to be unenforceable for any reason, such
provision shall be reformed only to the extent necessary to make it enforceable, and such decision
shall not affect the enforceability of such provision under other circumstances, or of the remaining
provisions hereof under all circumstances. No waiver by ezScriptWriter Software of any breach of
any term or provision of this EULA shall be construed to be a waiver of any preceding or succeeding
breach of the same or any other term or provision hereof. Our various rights and remedies
hereunder shall be construed to be cumulative and no one of them is exclusive of any other or of
any right or remedy allowed by law or in equity. This EULA shall be governed by and construed in
accordance with the laws of the State of Washington, USA (without regard to its choice of law
principles), except to the extent the local law of your local jurisdiction requires use of your local
jurisdiction's law, and shall benefit ezScriptWriter Software, its successors and assigns.
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